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Introduction: 
In May of 2014, Caltrans issued a new directive GS-01 “Policy for Borings, Borehole Backfilling 
and Local Enforcement Agency Engagement”.    In addition, the Director issued a letter dated 
July 14, 2014, to the Department of Water Resources and our statewide Local Enforcement 
Agency partners reinforcing our commitment to comply with California Water Code 
requirements, as well as, Local Enforcement Agency ordinances.   These two events resulted in a 
need to update the Geotechnical Manual dated 2012 to ensure compliance with new regulatory 
mandates and commitments by Caltrans to our local agency partners. 
 
Attached: Directive GS-01 
  Directors Letter  
 
Geotechnical Manual – Supplement A – Background & Purpose: 
To ensure compliance with GS-01 and the Directors letter, a Project Manager and team of 
Geotechnical Services subject matter experts were tasked with developing a work plan to be 
incorporated into the Geotechnical Manual.    This work plan is known as the “Geotechnical 
Manual - Supplement A (GMSA).   
 
It was recognized GS-01 and the Director’s Letter required new business practices and procedures 
be developed and incorporated into the Geotechnical Manual.   More specifically, GS-01 also 
required Caltrans utilize consultants with a C-57 Contractors Drilling License to perform 
oversight and/or drilling services as required in the California Water Code.     
 
The GMSA development team was directed by executive management to develop processes and 
procedures ensuring Geotechnical Services operations and practices are compliant with GS-01 
and the Director’s Letter.  The GMSA team was tasked with integrating internal controls, 
performance measurements, quality enhancements, improved communications/teamwork and 
document management systems as part of Caltrans’ commitment to continuous improvement.   
 
The GMSA is an interim step in the GS-01 compliance effort and may be modified at a future 
date as Caltrans secures internal C-57 license capability. 
 
Geotechnical Manual – Supplement A – Order of Precedence: 
 

• If a discrepancy exists between Supplement A and the Geotechnical Manual, Supplement 
A shall take precedence.  

• If confusion arises or clarification is required, contact the Geotechnical Manual Manager.     
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Local Enforcement Agency Process (LEAP) 
 

The LEAP process ensures Geotechnical Services (GS) applies a uniform and 
consistent approach in interacting with Local Enforcement Agencies (LEA). This 
LEAP process provides specific direction to all Office Chiefs (OC), Design Branch 
Chiefs (DBC), Drilling Services Branch Chiefs (DSBC), and the Geotechnical 
Instrumentation Branch Chief (GIBC) to ensure compliance with GS-01 and LEA 
requirements. This LEAP process also provides instruction to Geoprofessionals (GP) 
and consultants regarding compliance with GS-01 and communication procedures with 
the LEA. 
 
Note: For clarification purposes, the DSBCs shall include the Chief-Drilling Services-
Branch C. 
 
All GS employees are expected to fully cooperate with LEAs in order to facilitate work 
and ensure compliance with all LEA requirements.  
 

Initial LEA Contact Process (Determination of C-57 or Non-C-57 Work)   
1. The GP provides the DBC with a copy of the Layout Plan Sheet and LEA C-57 

Determination Request Letter (see attached) prior to contacting the LEA. At a 
minimum all GPs are to ensure their Layout Plan Sheet includes all elements noted 
in the attached example. 
Note: The content of the LEA C-57 Determination Request Letter cannot be 
modified without written approval from the DBC and Design OC.  

2. The DBC conducts a detailed analysis of the LEA C-57 Determination Request 
Letter and Layout Plan Sheet to ensure full compliance with the examples. Any 
noncompliant issues identified by the DBC shall be mitigated in cooperation with 
the GP in a timely manner.  

3. The GP forwards (e-mail, fax, letter) the LEA C-57 Determination Request Letter 
and Layout Plan Sheet to the LEA and provides a copy (e-mail, fax, letter) to the 
DBC.   

4. LEA then determines if the work requires a C-57 license.  This determination is 
requested to be transmitted to the GP (e-mail, fax, letter) within 5 days of 
submission.  If the LEA contacts the GP via telephone to provide the determination, 
the GP will document the conversation by sending an email or fax to the LEA 
summarizing the determination (GP will copy the DBC). Please note the 5 days is a 
target, if the LEA fails to respond within the 5 working days, the GP will contact the 
DBC who will coordinate resolution with the LEA.  

5. The LEA determination/correspondence is to be retained (uploaded in GeoDOG) by 
the DBC and included in the work request for drilling.  
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6. The GP provides a copy of the LEA determination/correspondence to the A&E 
consultant prior to the development of the Task Order. 

7. It is important to note that LEA requirements may vary by each specific jurisdiction 
relating to how the LEA determines if work is subject to Water Code requirements.  

a. If the LEA determines (based on the Layout Plan Sheet and other applicable 
data) the proposed work is subject to the Water Code requirements, a C-57 
licensed consultant must be utilized.  

b. In the event the LEA indicates a permit is not required and no groundwater is 
encountered during drilling activities, the GP will consider the drilling 
activities as LEA compliant. In this case, hole sealing shall be per the DWR 
Bulletins 74-81/74-90. 

c. If drilling activities encounter groundwater and no permit was obtained, the 
GP must halt drilling activities and secure a permit via a task order. 
 

The following steps are to be followed after LEA determines a C-57 license is 
required resulting in a need to comply with LEA permit/conditions. 
1. The GP initiates a Task Order with the Chief-Drilling Services, Branch C. 
2. The GP coordinates and manages the consultant (pursuant to the approved Task 

Order) to secure LEA permits, LEA conditions, and pay necessary fees.  
3. Once the LEA permit and conditions are obtained, the consultant sends these 

documents to the GP.  
4. If the LEA fails to provide the permit to the consultant within 20 workings days of 

the permit application, the GP will coordinate with the DBC to resolve. 
 
For Drilling Work Requests 

5. The GP emails the final work request for drilling which includes LEA 
permit/conditions to the drill.requests@dot.ca.gov.  

6. The DSBC carefully reviews the final work request for drilling which includes LEA 
permit/conditions and instructs the Lead Driller to ensure a complete understanding 
exists regarding the LEA permit/conditions. The DSBC and Lead Driller initial the 
Drilling Request confirming the review/acceptance of the LEA permit/conditions by 
the Lead Driller.  

7. Prior to drilling, the GP coordinates a meeting with the Lead Driller and C-57 
consultant to ensure the drilling work is performed in accordance with LEA 
permit/conditions. The GP ensures the consultant documents this meeting on the 
consultant’s Daily Field Report to ensure consensus was reached for all in 
attendance.  
 
For CPT Requests 

8. The GP emails the CPT work request which includes LEA permit/conditions to the 
GIBC. 
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9. The GIBC carefully reviews the CPT work request which includes LEA 
permit/conditions and instructs the CPT Technician to ensure a complete 
understanding exists regarding the LEA permit/conditions. The GIBC and CPT 
Technician initial the CPT Request confirming the review/acceptance of the LEA 
permit/conditions by the CPT Technician. 

10. Prior to CPT work, the CPT Technician coordinates a meeting with the C-57 
consultant to ensure the CPT work is performed in accordance with LEA 
permit/conditions. The CPT Technician documents this meeting on the Daily Field 
Report to ensure consensus was reached for all in attendance. 
 
For Both Drilling and CPT Work 

11. If the GP needs to modify the conditions (prior to or during drilling/CPT operations) 
of the LEA permit, the GP notifies the consultant verbally, then confirms with an 
email. The consultant notifies the LEA and retains written documentation of such 
changes. 

12. After conferring with the GP, the consultant will contact the LEA by phone to 
arrange for LEA inspection within the prescribed LEA timeframe required (usually 
24-48 hours prior to sealing). 

13. If the LEA advises the consultant that no inspection is required (LEA accepts the 
work as compliant without inspection), the consultant will note the LEA  
“no inspection required” decision in the Daily Field Log. The consultant will then 
follow up (within 24 hours) with an email note to the GP confirming the above “no 
LEA inspection” decision. The GP will forward a copy of the email to the DBC and 
the LEA inspector.  

14. If the LEA does not show up for the scheduled inspection, the consultant after 
conferring with the GP, will contact the LEA office to reschedule inspection and/or 
obtain a Notice to Proceed. 

15. If the LEA is unresponsive to the above request, the GP will confer with the 
consultant to direct all drilling/CPT activities to stop until resolved with LEA, 
(exception – lane closures are considered a safety condition and therefore 
drilling/CPT activities will continue – to be clear, all other drilling/CPT activities 
will stop until LEA Notice to Proceed is received.)     

16. The GP will immediately contact the DBC regarding the above stoppage of 
drilling/CPT activities and/or lane closure status when the LEA is nonresponsive. In 
addition, the Drilling Leadworker will immediately contact their Drilling Services 
Branch Chief. The CPT Technician will immediately contact the GIB Branch Chief.  

17. If drilling/CPT activities continue (no LEA inspection) due to lane closure 
conditions, the GP will ensure the consultant documents (Daily Field Report) the 
sealing process and takes photos to demonstrate LEA compliance.    

18. If drilling/CPT activities continue due to lane closure conditions, the GP will direct 
the consultant to submit, within 5 days of the completion of the drilling activities, 
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the LEA contact effort, Daily Field Report and photo documents to inform the LEA 
permit office.    

19. When site conditions warrant, (e.g. excessive grout take) the consultant may request 
a variance to LEA standards. The consultant must document via e-mail or fax the 
LEA-approved variance. 

20. The consultant will e-mail to the GP within 5 days of the completion of drilling/CPT 
activities the following documents: 

A. The Daily Filed Log(s) from observing drilling operations 
B. Any LEA-approved variance documentation 
C. Any LEA documentation regarding LEA-approved permit modifications 

and any e-mailed Notice to Proceed.  
D. Documents and/or photos relating to lane closure work.  

Note:   The GP will ensure the DBC is copied on all documents. The DBC 
will ensure these documents are retained in the GS Design File Retention 
Center. 

21. The DBC is responsible to ensure the LEA permit and any variances are archived 
into GeoDOG within 25 days of receipt of the documents noted in Item 19 above.  

 
The GP may encounter special conditions (emergency work, etc.) that require 
LEA involvement. When issues arise such as these arise, the GP will contact the 
DBC for guidance and direction.   
 
Requirements for Non-C-57 Work 
For non-C-57 work the GP, CPT Technician and Lead Drill Worker will comply with 
GS-01 and all processes noted in the Geotechnical Manual – Supplement A excluding 
the Well Completion Report (WCR) Process and the Consultant Management Process. 
The DBC, DSBC, and GIBC shall ensure their staff complies with the above direction.   
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Consultant Management Process 
This Consultant Management Process is an outline of the procedures that are in place for the 
Geoprofessional (GP) to manage the Geotechnical Services Task Orders (TO). The main 
purpose of the TO will be to secure a C-57 licensed consultant and to obtain drilling permits 
from Local Enforcement Agencies (LEA) requiring C-57 license, in addition to other 
geotechnical services (such as lane closure, contract drilling, etc.) 
 
Notification to the District Project Manager 
The GP obtains and provides the A&E cost estimate to the District Project Manager prior to 
the start of drilling and/or CPT work.  
  
C-57 License Criteria: 

A. A TO to secure the services of a C-57-licensed consultant is required whenever Water 
Code work is performed including borings, piezometers, and soundings.  

B. Caltrans requires a TO for Water Code work when:  
a. Any boring (including all slope inclinometers and geophysical pipe) or sounding 

that encounters groundwater   
b. Any boring or sounding that terminates at a specific distance above groundwater 

as determined by the LEA. 
c. All standpipe piezometers.  

 
Consultant Task Order Development/Management Process:  

1. The Task Order Process begins once the LEA determination letter (Water Code work) 
is received by the GP.  

2. The GP develops the draft Task Order language and submits the draft Task Order to the 
DBC along with the LEA determination/correspondence.  

3. The draft Task Order must include the language outlined in the Mandatory GS-01 Task 
Order Language noted below. 

4. After the DBC review and approval, the GP submits the draft Task Order to the Chief 
Drilling Services, Branch C.  

5. The Chief Drilling Services, Branch C will review the draft Task Order to ensure 
Mandatory GS-01 Task Order Language and LEA determination/correspondence is 
incorporated. The GP coordinates with the Chief Drilling Services, Branch C to develop 
a final Task Order.   

6. The Chief Drilling Services, Branch C shall retain all signed copies of Task Orders as 
well as any addendums/supplements.  

7. The GP, DBC and Chief Drilling Services, Branch C must ensure all Task Orders are 
developed and managed pursuant to GS-01 and the Geotechnical Manual, Supplement 
A.  

 
Mandatory GS-01 Task Order Language: 

A. Consultant shall review the attached GS-01 Directive prior to performing any work. 
B. Consultant shall review the LEA permits and requirements. 
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C. When the C-57 license holder is performing drilling and/or CPT operations, that 
license holder is responsible to ensure all drilling activities and regulatory 
documents (ie. WCRs) are in compliance will all California Water Code and/or 
LEA permit/condition requirements. 

D. When the C-57 license holder is providing oversight of Caltrans drilling and/or CPT 
operations, that license holder is responsible to advise the GP or CPT Technician of 
work not performed pursuant to LEA permit/conditions and/or California Water 
Code requirements.       

E. Consultant shall perform all work in accordance with the LEA permit/conditions 
and the California Water Code. 

F. Consultant shall perform all tasks in a quality manner within the prescribed 
timeframes.  

G. Consultant shall provide a copy (email or other means) of the Daily Field Report to 
the GP/Task Order Manager within 5 days of completion of field activities. 

H. If the Consultant logs boreholes, the Consultant shall be responsible for completing 
and submitting the Borehole Backfill Data Sheets (BBDS) to Caltrans for review 
and approval within the required timeframe. 

I. When required, Consultant shall be responsible for completing and submitting the 
“Well Completion Report” (DWR Form 188) for construction and destruction of 
monitoring wells.  The consultant will provide a copy of the DWR Form 188 for 
review within 5 days of construction/destruction.  After Caltrans review and 
approval, the Consultant will submit a copy of the DWR Form 188 to the Local 
Enforcement Agency (LEA), Department of Water Resources (DWR), and Caltrans 
within the timeframes prescribed in the WCR Process.  

 
Drilling Performed by Consultant 
When a C-57 licensed consultant performs drilling as directed by Drilling Services, the GP 
will forward the Drill Log by email to the Chief, Drilling Services Branch C. In these cases, 
Drilling Services is unable to complete the Drill Log as required in the Drill Log for Drilling 
and CPT Process given there is no direct involvement by the lead Drill Worker and/or CPT 
technician.   The following process will be utilized to ensure Drill Log(s) are completed: 
 

• When a C-57 licensed consultant performs drilling, the Task Order must include 
language directing the consultant to provide a copy of all Drill Logs to the GP.  

• The Chief Drilling Services Branch C is responsible to ensure Drill Log(s) are 
completed when the consultant provides the drilling rig and drilling crew.  

• The Chief Drilling Services Branch C coordinates communications between the GP 
and Drilling Services to ensure completion of the Drill Log(s). 

• Chief Drilling Services Branch C will enter the drilling information into the Drill Log 
Database (same information as required in the Drill Log for Drilling and CPT Process). 

• The Chief Drilling Services Branch C performs weekly reviews to ensure all Drill 
Log(s) are completed pursuant to the process noted herein.  If Drill Log(s) are not 
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completed in a quality and timely manner, the Chief Drilling Services Branch C will 
correct the problem, document how the correction was performed and ensure proper 
filing of all documents (hard copy and Drill Log Database). 

• The Office Chief, Geotechnical Support will be emailed regarding any non-compliance 
issue relating to the above process. 

 
Drill Logs must be submitted by the GP to the Chief, Drilling Services Branch C no less than 
weekly.  
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GS-01 Drilling Request Process 

Note: All Geotechnical Services employees involved with drilling work requests are 
responsible to comply with the following process to ensure compliance with GS-01 and 
applicable LEA requirements.  
More specifically, GS Managers and Supervisors are responsible to consistently monitor and 
actively manage this Drilling Request Process.   
For additional information and direction, refer to the Geotechnical Manual - Geotechnical 
Drilling module.  
 
The purpose of the GS-01 Drilling Request Process noted below is to outline the specific steps 
and responsibilities for the GP, DBC, DSBC, Lead Driller and the Chief-Drilling Services-
Branch C related with GS-01 compliance.  
 
A final work request is required before drilling is performed.   
 
Final Work Request:  

1. The GP obtains LEA determination document and LEA permits/conditions.  
2. Geoprofessional (GP) completes the final work request which includes:   

a. Drill Request (Final) 
b. LEA C-57 determination document 
c. LEA requirements including but not limited to special conditions, required grout 

mixes and standpipe piezometer details.  
d. Other documents as defined in the Geotechnical Manual - Geotechnical Drilling 

module 
3. The GP provides the final work request to the DBC to ensure the package contains all 

of the required documents including the LEA permit/conditions, is legible and 
completed in a quality manner.  

4. If the DBC identifies any errors or problems, the GP will be instructed and notified in 
writing to ensure all corrections are resolved.   

5. GP emails final work request to the Chief-Drilling Services-Branch C 
(drill.requests@dot.ca.gov) 

6. Drilling Services will not accept the final work request unless it is complete and sent by 
email to drill.requests@dot.ca.gov (no hand delivered documents).  

7. The Chief-Drilling Services-Branch C notifies (emails) the GP and DBC if the final 
work request is incomplete identifying item(s) requiring correction. The DBC and GP 
make necessary corrections and returns the corrected request to 
drill.requests@dot.ca.gov. 

8. The Chief-Drilling Services-Branch C distributes the final work request to the DSBC 
responsible for the drilling activities and staff assigned to the project.  

9. The DSBC carefully reviews the final work request and instructs the Lead Driller to 
ensure a complete understanding exists regarding the LEA permit/conditions. The 
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DSBC and Lead Driller initial the Drilling Request (Final) confirming the 
review/acceptance of the LEA permit/conditions by the Lead Driller. 

10. The DSBC contacts (emails) the GP to confirm details and provide estimated departure 
times and estimated schedule for the drilling. 
 
Note: DSBC retains the documents in the Drilling Services File Retention Center. 
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GS-01 CPT Request Process 

Note: All Geotechnical Services employees involved with CPT Requests are responsible to 
comply with the following process to ensure compliance with GS-01 and applicable LEA 
requirements.  
More specifically, GS Managers and Supervisors are responsible to consistently monitor and 
actively manage this CPT Request Process.   
For additional information and direction, refer to the Geotechnical Manual – Cone Penetration 
Test module.  
 
The CPT work request is required before sounding work is performed.   
CPT Work Request:  

1. The GP obtains LEA determination document and LEA permits/conditions.  
2. Geoprofessional (GP) completes the CPT work request which includes:  

a. CPT Request 
b. LEA C-57 determination document 
c. LEA requirements including but not limited to special conditions and required 

grout mixes  
d. Other documents as defined in the Geotechnical Manual – Cone Penetration Test 

3. The GP provides the CPT work request to the DBC to ensure the package contains all 
of the required documents including the LEA permit/conditions, is legible and 
completed in a quality manner.  

4. If the DBC identifies any errors or problems, the GP will be instructed and notified in 
writing to ensure all corrections are resolved.   

5. GP emails the CPT work request to the GIBC (Gem-Yeu_Ma@dot.ca.gov) 
6. Note: GIB will not accept the CPT work request unless it is sent by email to Gem-

Yeu_Ma@dot.ca.gov (no hand delivered documents).  
7. The GIBC carefully reviews the CPT work request and instructs the CPT Technician to 

ensure a complete understanding exists regarding the LEA permit/conditions. The 
GIBC and CPT Technician initial the CPT Request confirming the review/acceptance 
of the LEA permit/conditions by the CPT Technician. 
 
Note: GIBC retains the documents in the GIB File Retention Center. 
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CPT Request Example  
(GS-01 CPT Request Process) 
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Borehole Backfill Data Sheet (BBDS) for Borings 
Notes: 

A. Please note there are two BBDS processes and one BBDS form. The first BBDS process 
focuses only on boreholes while the second BBDS (CPT) process focuses on soundings (CPT 
holes). 

B. A BBDS is required for all boreholes except slope inclinometers that are drilled or slotted to 
measure groundwater and standpipe piezometers.  

C. The BBDS must be archived by the Design Branch Chief (DBC) within 25 calendar days of 
sealing of each borehole.  

D. The BBDS shall be completed for all borings (C-57 Work or Non C-57 Work) whether 
groundwater is encountered or not. 

E. The Office/Branch Chiefs utilize the GS-01 & GMSA Checklist (GGC) (checklist names vary 
by Office) to ensure compliance.  

F. BBDS data and information generated by the BBDS form/process will be entered into the 
Borehole Sounding Piezometer Inventory Database (BSPID) in Project Tracking by the DBC 
within 5 days of reception from the GP.   
 

BBDS Processing Steps:  
1. Upon completion of a borehole the GP completes a BBDS at the boring location.     

Note:  Each hole is to be sealed within 14 calendar days of completion (per DWR Bulletin), 
however the Local Enforcement Agency (LEA) may reduce the 14 calendar day requirement. 
Note: The GP may assign completion of the BBDS to a consultant only when the consultant 
is tasked with logging as required in the Task Order.  
Note: If the consultant is not assigned to perform logging, and is only performing C-57-
related activities, the GP must provide the consultant a copy of the completed BBDS.  

2. The GP is responsible to ensure the BBDS is filled out completely and accurately, in a quality 
manner, while ensuring compliance with GS-01. 
Note: The GP or the C-57 consultant shall stop all work if the GP or the C-57 consultant 
determines the Caltrans Drilling Leadworker and/or the C-57 consultant drilling crew is 
performing work that is not in compliance with the LEA permit/conditions and/or the 
California Water Code. The GP shall immediately contact their DBC. The DBC coordinates 
resolution for noncompliance issues involving consultant drilling crews, and the DSBC 
resolves noncompliance issues relating to Caltrans drilling crews. The GP and DBC shall 
document all events with specific information related to the noncompliance event (persons 
involved, location, time, etc.) 

3. The GP Task Order Manager is responsible for ensuring the consultant completes the BBDS 
in accordance with GS-01 when the consultant is logging the borehole as required in the Task 
Order. Note: The Geoprofessional is responsible for managing the consultant to complete the 
work as written for Items 4, 5, 6, 7. 

Page 39 of 108  December 2014 
 



Caltrans Geotechnical Manual – Supplement A 
 

4. The Geoprofessional/consultant logging the borehole must witness the sealing operations to 
ensure the work is accurately documented on the BBDS and in compliance with the 
California Water Code and LEA permit/conditions.  

5. The Geoprofessional/consultant logging the borehole obtains the signature of the Drilling 
Leadworker on the BBDS at the site upon completion of the sealing operation. 

6. The Geoprofessional/consultant logging the borehole checks top of sealing material for 
settlement the next business day after sealing. Settlement at top of sealing material must be 
mitigated in accordance with LEA permit/conditions and the California Water Code 
requirements. Settlement mitigation will be documented on the BBDS.  
Note: In the event settlement occurs, the GP will inform Drilling Services in writing to 
coordinate sealing the hole within 3 working days. In the case of settlement, the 25-day clock 
starts after successful sealing of the borehole.   

7. When the consultant logs the borehole as specified in the Task Order, the consultant provides 
the BBDS to the GP for review within 5 days of sealing each borehole.  

8. The GP reviews the BBDS, including any BBDS generated by the consultant (to ensure the 
BBDS is complete, legible and compliant with GS-01 and the Task Order) prior to submittal 
to the Design Branch Chief (DBC).  

9. The GP works with the consultant to resolve BBDS non-compliance issues.  
10. The GP submits the BBDS to the DBC and documents (email, fax, memo, etc.) the submittal 

to the DBC.  
11. The DBC reviews the BBDS, resolves non-compliance issues with the GP, signs and 

approves. 
12. The DBC submits the BBDS to the Drilling Services Branch Chief (DSBC) for signature and 

approval. 
13. The DSBC returns the signed BBDS to the DBC. 
14. The DBC populates the BSPID using the data included in the BBDS. 

Note: The DBC is responsible for ensuring the BSPID is populated accurately, completely, 
within the prescribed timeframe and in a quality manner.  

15. The DBC archives (uploads) the completed BBDS into GeoDOG. The DBC provides a copy 
of the signed BBDS to the GP. 
Note: The DBC is responsible for ensuring the BBDS is archived within the prescribed 
timeframe. 

16. The DBC retains the e-mail (a cc: will be sent to the GP) from GeoDOG that confirms the 
BBDS was uploaded.  
Note: Filing and retention of BBDS-related documents will be placed in the Design File 
Retention Center and the Drilling Services File Retention Center. The DBC and DSBC are 
responsible to ensure proper filing of all documents.
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BBDS Example 
(Borehole Backfill Data Sheet (BBDS) 

for Borings) 
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Borehole Backfill Data Sheet 
(BBDS) for CPT Holes 
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Borehole Backfill Data Sheet (BBDS) for CPT Holes 
 
Notes: 

A. Please note there are two BBDS processes and one BBDS form. The first BBDS process 
focuses only on boreholes while the second BBDS (CPT) process focuses on soundings (CPT 
holes). 

B. A BBDS is required for all CPT holes.  
C. The BBDS for CPT holes must be archived by the Geotechnical Instrumentation Branch 

Chief (GIBC) within 25 working days of completion of each sounding.  
D. The BBDS (CPT) shall be completed for all soundings (C-57 Work or Non C-57 Work) 

whether groundwater is encountered or not. 
E. The Office/Branch Chiefs utilize the GS-01 & GMSA Checklist (GGC) (checklist names vary 

by Office) to ensure compliance.  
F. BBDS (CPT) data and information generated by the BBDS (CPT) form/process will be 

entered into the Borehole Sounding Piezometer Inventory Database (BSPID) in Project 
Tracking by the GIBC within 5 days of reception from the CPT Technician.   
 

BBDS (CPT) Processing Steps:  
1. Upon completion of a sounding the CPT Technician completes a BBDS (CPT) at the 

sounding location and provides the C-57 consultant a copy of the completed BBDS (CPT).    
Note:  Each hole is to be sealed within 14 calendar days of completion (per DWR Bulletin), 
however the Local Enforcement Agency (LEA) may reduce the 14 calendar day requirement. 

2. The CPT Technician is responsible to ensure the BBDS (CPT) is filled out completely and 
accurately, in a quality manner, while ensuring compliance with GS-01.  

3. If it is determined a consultant CPT rig is needed to perform CPT soundings, the GSOC must 
provide written authorization to proceed.  
Note: The GSOC will ensure all consultant CPT rig work is compliant with GS-01, the 
Borehole Backfill and Geotechnical Manual – Supplement A, including but not limited to all 
applicable quality assurance requirements.  

4. The CPT Technician will sign the BBDS (CPT) and ensure the work is accurately 
documented on the BBDS (CPT) in accordance with the California Water Code and LEA 
requirements.  

5. The CPT Technician checks top of sealing material for settlement the next business day after 
sealing. Settlement at top of sealing material must be mitigated in accordance with LEA 
requirements. Settlement mitigation will be documented on the BBDS (CPT).  
Note: In the event settlement occurs, the CPT Technician immediately seals the CPT hole. In 
the case of settlement, the 25-day clock starts after successful sealing of the CPT hole.   

6. The CPT Technician reviews the BBDS (CPT) to ensure the BBDS (CPT) is complete, 
legible and compliant with GS-01 prior to submittal to the GIBC.  
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7. The CPT Technician submits the BBDS (CPT) to the GIBC and documents (email, fax, 
memo, etc.) the submittal to the GIBC.  

8. The GIBC reviews the BBDS (CPT), resolves non-compliance issues with the CPT 
Technician, signs and approves. 

9. BBDS (CPT) does not require the signature of the GP or DBC. 
10. The GIBC populates the BSPID using the data included in the BBDS (CPT). 

Note: The GIBC is responsible for ensuring the BSPID is populated accurately, completely, 
within the prescribed timeframe and in a quality manner.  

11. The GIBC archives (uploads) the completed BBDS (CPT) into GeoDOG.  
Note: The GIBC is responsible for ensuring the BBDS (CPT) is archived within the 
prescribed timeframe. 

12. The GIBC retains the e-mail (a cc: will be sent to the CPT Technician) from GeoDOG that 
confirms the BBDS (CPT) was uploaded.  
Note: Filing and retention of BBDS for CPT-related documents will be placed in the GIB File 
Retention Center. The GIBC is responsible to ensure proper filing of all documents. 

13. The GIBC provides a copy of the BBDS (CPT) form after archiving to the C-57 consultant.  
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Process 
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Well Completion Report (WCR) Process 
Notes:  

A. This process is based on utilization of a consultant with a C-57 contractor’s license. This 
WCR process applies to all standpipe piezometers including slope inclinometers that have 
been drilled or slotted for the purpose of measuring groundwater. The WCR is required per 
the Water Code to be filed with Department of Water Resources (DWR).  

B. Consistent inspection and monitoring is required for active standpipe piezometers and 
slotted/drilled slope inclinometers. 

C. The WCR must be archived by the Design Branch Chief (DBC) within 25 calendar days of 
standpipe piezometer installation and destruction (Two separate WCRs are required). 

D. The Office/Branch Chiefs utilize the GS-01 & GMSA Checklist (GGC) (checklist names vary 
by Office) to ensure compliance.  

E. WCR data and information generated by the WCR form/process will be entered into the 
Borehole Sounding Piezometer Inventory/Status Database (BSPID) in Project Tracking by 
the DBC within 5 days of receipt from the GP. 

F. When a standpipe piezometers and slotted/drilled slope inclinometer is designated “active” 
status there are Code/policy requirements that must be adhered to until destruction.   The 
Standpipe Piezometer Activity Form (SPAF) and process noted below provides specific 
instructions related to these conditions.  

G. The DSBC is responsible to ensure the Active Standpipe Piezometer Database is populated in 
a quality manner within 5 days of receipt.  

 
WCR Processing Steps 

1. When the C-57 license holder is performing drilling and/or CPT operations, that license 
holder is responsible to ensure all drilling activities and regulatory documents (ie. WCRs) are 
in compliance will all California Water Code and/or LEA permit/condition requirements. 

2. When the C-57 license holder is providing oversight of Caltrans drilling and/or CPT 
operations, that license holder is responsible to advise the GP or CPT Technician of work not 
performed pursuant to LEA permit/conditions and/or California Water Code requirements.       

3. The C-57 consultant must witness the construction and destruction of standpipe piezometers 
to ensure the work is accurately documented on the WCR and in compliance with Local 
Enforcement Agency (LEA) requirements. 
Note:  The Geoprofessional is responsible for managing the consultant to ensure compliance 
with all GS-01 and LEA requirements. 

4. The GP and/or the C-57 consultant shall stop all work if the GP determines the Caltrans 
Drilling Leadworker and/or the C-57 consultant drilling crew is performing work that is not 
in compliance with the LEA. The GP shall immediately contact their DBC. The DBC 
coordinates resolution for noncompliance issues involving consultant drilling crews, and the 
DSBC resolves noncompliance issues relating to Caltrans drilling crews. 
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5. Upon the installation and destruction of a standpipe piezometers and slotted/drilled slope 
inclinometers, the consultant generates a WCR as required in the Task Order. 
Note: A WCR is required at the time of installation of all standpipe piezometers and 
slotted/drilled slope inclinometers. A second WCR is required at the time of destruction.  
Note:  Each standpipe piezometer and slotted/drilled slope inclinometer is to be installed 
(sealed) within 14 calendar days of the completion for each borehole (per DWR Bulletin), 
however the Local Enforcement Agency (LEA) may reduce the 14 calendar day requirement.   

6. The GP provides the consultant with the Geologic Log and data (as required to complete the 
WCR) after standpipe piezometer installation and destruction. 

7. The consultant provides the WCR to the GP after incorporating  the Geologic Log and data 
into the WCR.  

8. The GP and DBC review the WCR after receipt for quality and compliance with GS-01, LEA 
permit/conditions and the California Water Code prior to submittal to DWR and LEA. 

9. Any suggested modifications to the WCR will be reviewed and discussed with the consultant 
who will then incorporate modifications into the final WCR.  

10. Consultant submits the final WCR to the DBC, GP, LEA and DWR after completed review.  
11. The DBC submits the WCR to the Drilling Services Active Standpipe Piezometer Database 

Coordinator after the review is complete. 
12. The Active Standpipe Piezometer Database Coordinator populates the Active Standpipe 

Piezometer Database using the data included in the WCR. 
Note: The DSBC is responsible to ensure the WCR information is accurately populated into 
the Active Standpipe Piezometer Database, within the prescribed timeframe (within 5 days of 
receipt) and in a quality manner. 

13. The DBC populates the BSPID using the data included in the WCR. 
Note: The DBC is responsible for ensuring the BSPID is populated accurately, completely, 
within the prescribed timeframe and in a quality manner.  

14. The DBC archives (uploads) the completed WCR into GeoDOG. Note: The DBC is 
responsible for ensuring the WCR is archived within the prescribed timeframe. 

15. The DBC retains the e-mail from GeoDOG that confirms the WCR was uploaded (a cc: will 
be sent to the GP).Note: Filing and retention of WCR-related documents will be placed in the 
Design File Retention Center and the Drilling Services File Retention Center. The DBC and 
DSBC are responsible to ensure proper filing of all documents. 
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Standpipe Piezometer Activity Form (SPAF) Process 
 
Notes:  

A. The SPAF Process is used to track all standpipe piezometers and slotted/drilled slope 
inclinometers in the BSPID in Project Tracking to ensure the standpipe piezometers and 
slotted/drilled slope inclinometers are inspected, maintained, and properly destroyed when no 
longer needed for the project.  

B. The GP determines the number of standpipe piezometers and slotted/drilled slope 
inclinometers to be used on a project.  

C. The GP performs consistent visual surface inspection and monitoring of standpipe 
piezometers and slotted/drilled slope inclinometers to maintain active status.   
 

Failure to perform the above work may cause the standpipe piezometers or slotted/drilled slope 
inclinometer to be designated as “abandoned” status.  The GP determines when destruction is 
necessary. 
 
To ensure compliance with GS-01, all GS Managers and Supervisors must ensure the SPAF is 
processed and completed per the instructions below. Compliance with the tasks below is 
necessary to meet Water Code, Caltrans policy, Department of Water Resources (DWR) Bulletin 
74-81/74-90, and LEA requirements.  
 
The DBC is responsible to ensure that all standpipe piezometers and slotted/drilled slope 
inclinometers are accurately tracked, inspected, and destroyed.   
 
“Abandoned” standpipe piezometers and slotted/drilled slope inclinometers are a violation of the 
California Water Code. 

 
SPAF Process: 

1. At least quarterly the GP measures the groundwater level each standpipe piezometers and 
slotted/drilled slope inclinometer. 

2. At least quarterly the GP inspects each standpipe piezometer and slotted/drilled slope 
inclinometer for good repair. If the GP determines the standpipe piezometers or slotted/drilled 
slope inclinometer is not in good repair, the GP submits a drilling work request (per the GS-
01 Drilling Request Process) to perform the necessary repairs. 

3. The GP fills out the SPAF (see attached) out completely and accurately, and in a quality 
manner. 

4. The GP submits the completed SPAF within 5 days after the activity is completed to the DBC 
who reviews the SPAF to confirm the form is accurately completed.  

5. The DBC ensures that SPAF information is populated into the BSPID within 5 days of 
receipt.  

6. The DBC retains the hard copy SPAF in the Design File Retention Center. 
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7. After the standpipe piezometers or drilled/slotted slope inclinometer has served its intended 
purpose, the GP initiates the process to have the standpipe piezometers or slotted/drilled 
inclinometer destroyed.  The following process is used.  

a. The GP follows the Final Drill Request Process.  
b. The GP follows the Well Completion Report Process. 
c. The DBC supports and manages the GP to ensure compliance with the above 

processes. 
 

SPAF Process for Existing Standpipe Piezometers: 
 
Note:  

• Some standpipe piezometers and drilled/slotted slope inclinometers were installed without 
submitting a Well Completion Report to DWR and the LEA.  

• It is critical that these installations are maintained in “active” status and then properly 
destroyed once they are no longer needed. 

• The LEA is to be contacted the next time a measurement/inspection is proposed for these 
installations. 

• The GP identifies each standpipe piezometer and drilled/slotted slope inclinometer that needs 
destruction and follows the Caltrans Local Enforcement Agency Process (LEAP) to initiate 
destruction.  

 
1. The GP identifies that a measurement/inspection is necessary for a standpipe piezometer or 

drilled/slotted slope inclinometer.  
2. The GP generates a LEA Measurement/Inspection document (to be developed by each GP) 

describing the GP’s intention to measure and inspect the installation.  
3. The DBC conducts a detailed analysis of the LEA Measurement/Inspection document. Any 

issues identified by the DBC shall be mitigated in cooperation with the GP in a timely 
manner.  

4. The GP forwards (e-mail, fax, letter) the LEA Measurement/Inspection document to the LEA 
and provides a copy (e-mail, fax, letter) to the DBC.   

5. LEA then determines if the work may proceed.   
6. The LEA response is to be retained (uploaded in GeoDOG) by the GP.  
7. If the LEA responds that the installation(s) need to be destroyed, then the GP initiates the 

Drill Request Process to have the installation(s) destroyed. 
8. When the LEA responds that the proposed measurement/inspection can take place, the GP 

follows the SPAF process outlined above.  

Note: For piezometers and slotted/drilled slope inclinometers without a WCR on file, the GP 
submits the SPAF to the Drilling Services Active Standpipe Piezometer Data Base Coordinator. 
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Drill Log for Drilling and CPT Process 
 
The Drill Log documents the status of each boring and CPT hole to ensure compliance with GS-01.  
In addition, the Drill Log provides a quality control mechanism for comparison between 
WCR/BBDS/inventory of holes directed by Design staff vs. the number of holes provided by 
Geotechnical Support.  
 
When drilling is performed by a consultant the Drill Log information is provided by the consultant 
and uploaded by the Chief, Drilling Services, Branch C (See Consultant Management Process - 
Drilling Performed by Consultant). 
 
Notes:  
The DSBC and GIBC are responsible to ensure all Drill Logs are completed legibly, accurately, 
within the prescribed timeframe in accordance with the provisions of Geotechnical Manual – 
Supplement A, Drill Log for Drilling and CPT Process.  

• A Drill Log is required for each hole for each day drilling/CPT work is performed.  
• It is critical that the sealing of each boring/sounding is reflected in the Drill Log. 
• The Drill Log must reflect the final documentation expected for archiving (e.g. WCR, BBDS) 

upon the completion of each boring/sounding.  
• The DSBC and the GIBC will ensure that Drill Logs are accurately and consistently 

completed.  The Office/Branch Chiefs utilize the GS-01 & GMSA Checklist (GGC) 
(checklist names vary by Office) to ensure compliance and to perform weekly reviews of 
Drill Log compliance requirements.  Noncompliance will be immediately addressed and 
corrected with appropriate training and/or other measures.  

• The Lead Driller and CPT Technician completes Drill Logs in a timely manner but no less 
than weekly.  

• Lead Drillers should “Save” the Drill Log frequently during data entry to protect against loss 
of connection.  
 

Drill Log Process: 
1. Upon completion of a work day, the Lead Driller/CPT Technician records all of the data 

needed to complete the Drill Log for each hole drilled/pushed for that work day.  
2. For each day of drilling the Lead Driller/CPT Technician records that “Status” and 

“Installation Type” and whether a BBDS or a WCR is required.  
3. The Lead Driller/CPT Technician populates the information from the field activities into the 

Drill Log in a timely manner but no less than once per week.  
4. When the Lead Driller is sealing a CPT hole, the CPT Technician completes the Drill Log to 

document sealing activities, specifically whether a BBDS or a WCR is selected under “Form 
Required”. The Lead Driller does not select a “Form Required” when sealing CPT soundings. 
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A Guide to Using the Boring Sounding Piezometer Inventory Database (BSPID) 
 
Notes:  

A. The existing GS Project Tracking Database has been modified to incorporate the 
requirements of GS-01.  

B. Key GS-01 compliance targets include LEA compliance, BBDS, and WCRs requirements. 
C. The BSPID provides a current status on the inventory of all borings, soundings and standpipe 

piezometers. 
D. The BSPID was created to support GS Management quality control and quality assurance 

reviews (monthly compliance period) to ensure compliance with GS-01.  
E. The BSPID will provide data points to populate the GS-01 Compliance Checklist, Branch 

Chief. 
F. The BSPID functions on a per hole basis given the Water Code and LEAs require specific 

responses and timelines per hole.  
G. Updated Work Status Reports have been developed to provide GS Management with specific 

data relating to GP, consultant, and Geotechnical Support relating to LEA, BBDS, and WCR 
compliance.  

H. The DBC and GIBC are responsible to ensure all information required in the BSPID process 
is populated on a real-time basis (no less than weekly).  
 

Drilling Details and LEA Information – A new Tab has been created on the Work Status Report 
page within Project Tracking in order to ensure compliance with GS-01 
LEA Information - The following process should be used for populating LEA information:  
Note: LEA and Drilling information is covered under one tab on the Work Status Report. 
Note: The DBC is responsible to ensure the following steps are performed.  

1. Review the LEA Letter and the Layout Plan Sheet – enter the date reviewed and the date sent 
to the LEA. 

2. Once the LEA determination is received (email etc.) from the LEA, enter the date received 
and whether the work being done is Water Code. 

3. Enter whether an LEA permit is required and if so, archive the LEA permit in GeoDOG and 
enter the archive date. 

Drilling and CPT Information - The following process should be used for populating drilling and 
CPT information: 
Note: The DBC is responsible to ensure the following steps are performed.  

1. Select “Yes” for drilling needed and- type of work (Boring or CPT) for the project.  This will 
generate a Drill Request and/or a CPT Request and populate the project section of the 
requests (press the Drilling Request Form or CPT Request Form button to access these 
forms). 

2. Enter the dates the Final Drill/CPT request package is reviewed and submitted.   
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3. Enter the actual start date when the drilling/CPT work begins. 

BBDS for Boring Information - The following process should be used for populating BBDS 
information: 
Note: The DBC is responsible to ensure the following steps are performed within 5 days of receipt 
from the GP.  
Note: The DSBC is responsible to ensure Drill Log information is populated into the BSPID no later 
than Friday of each week.  

1. The DBC enters (from the Drilling Request) the number of borings in the “Geo Planned” 
column of the Work Status Report (WSR). Select the BBDS button to access the Individual 
BBDS Detail page. 

2. Complete the remaining sections of the Individual BBDS Detail page (this information is to 
be transferred directly from the BBDS).   

3. For multiple BBDS, push the “Duplicate” button and modify the fields accordingly for 
subsequent entries. 

4. The Individual BBDS Detail page entries will automatically populate in the Drilling Details 
as “Geo Actual” number of BBDS.  Continue this process until the drilling is completed and 
all BBDS are received.  The number of BBDSs indicated in the “Geo Actual” can be 
compared to the total number of BBDSs generated by the Drill Logs. The Drill Log data are 
automatically tabulated.   

5. When drilling operation is completed, manually enter the actual number of borings (in the 
Drilling Details section in “Geo-Actual” column).   

BBDS for CPT Information - The following process should be used for populating BBDS CPT 
information: 
Note: The GIBC is responsible to ensure the following steps are performed within 5 days of receipt 
from the CPT Technician.  
Note: The GIBC is responsible to ensure Drill Log information is populated into the BSPID no later 
than Friday of each week.  

1. The DBC enters (from the CPT Request) the number of soundings in the “Geo Planned” 
column of the Work Status Report (WSR).  

2. GIBC selects the BBDS button to access the Individual BBDS Detail page. 
3. GIBC completes the remaining sections of the Individual BBDS Detail page (this information 

is to be transferred directly from the BBDS).   
4. For multiple BBDS, push the “Duplicate” button and modify the fields accordingly for 

subsequent entries. 
5. The Individual BBDS Detail page entries will automatically populate in the Drilling Details 

as “Geo Actual” number of BBDS.  Continue this process until the CPT work is completed 
and all BBDS are received.  The number of BBDSs indicated in the “Geo Actual” can be 
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compared to the total number of BBDSs generated by the Drill Logs. The Drill Log data are 
automatically tabulated.   

6. When CPT work is completed, manually enter the actual number of soundings (in the Drilling 
Details section in “Geo-Actual” column).   

WCR Information - The following process should be used for populating WCR information: 
 
Note: Failure to complete a WCR is a violation of the California Water Code.  
 
Note: The DBC is responsible to ensure the following steps are performed within the timeframes 
specified. 
Note: The DSBC is responsible to ensure Drill Log information is populated into the BSPID no later 
than Friday of each week.  
Note: The DSBC is responsible to ensure the Active Standpipe Piezometer Database is accurately 
completed within the prescribed timeframes. The Active Standpipe Piezometer Database will be 
used to compare the number of open standpipe piezometers and slotted/drilled slope inclinometers 
against the number open as reflected on the Individual WCR Detail pages.  
Note: The BSPID incorporates the need to ensure a WCR is documented for both installation and 
destruction of each standpipe piezometer and slotted/drilled slope inclinometer.  
 
Installation 

1. The DBC enters (from the Drill Request) the number of standpipe piezometer and 
slotted/drilled slope inclinometer in the “Geo Planned” column of the Work Status Report 
(WSR).  

2. During drilling operation, obtain each completed WCR for the installation - of each standpipe 
piezometer and slotted/drilled slope inclinometer from the Consultant.   

3. From the WSR page select the WCR Button to access the Individual WCR Detail page and 
complete the remaining sections for the installation information of each standpipe piezometer 
and slotted/drilled slope inclinometer (GP provides the borehole completion date and 
estimated piezometer destruction date). 

4. After completing the Individual WCR Detail page entries, the system will automatically 
populate in the Drilling Details as “Geo Actual” number of WCRs.     

5. Continue this process until the drilling is completed and all WCRs are received.  The number 
of WCRs indicated in the “Geo Actual” can be compared to the total number of WCRs 
generated by the Drill Logs. The Drill Log data are automatically populated.   
Note: The DBCs are responsible to ensure all Individual WCR Detail page entries are 
completed at least weekly.  
Note: Drill Log information is automatically populated in the BSPID. The DSBCs are 
responsible to ensure all Drill Logs are populated into the FileMaker Pro Drill Log database 
by Friday of each week. 
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6. When drilling operation is completed, enter the actual number of Piezometers (in the Drilling 
Details section in “Geo Actual” column).  

Destruction 
1. During drilling operation, obtain each completed WCR for the destruction of each standpipe 

piezometer and slotted/drilled slope inclinometer from the Consultant.   
2. Follow steps 1 through 5 for the destruction of the standpipe piezometer and slotted/drilled 

slope inclinometers.  Note: For every one Geo-Actual piezometer, there will be two Geo-
Actual number of WCRs (one for installation and one for destruction). 

Standpipe Piezometer Activity Form (SPAF) Information - The following process should be used for 
populating SPAF information for piezometers and slotted/drilled slope inclinometers 
installed/destroyed with a WCR on file: 
Note: The DBC is responsible to ensure the following steps are performed when specified. 
Note: The SPAF must be completed quarterly in order to maintain “active” status. “Abandoned” 
standpipe piezometers and slotted/drilled slope inclinometers are a violation of the California Water 
Code.  

1. Obtain a SPAF from the GP for each active standpipe piezometers and slotted/drilled slope 
inclinometer at least quarterly. 

2. Complete the “Groundwater Measurements/Conditions” section of the Individual WCR 
Detail page with the information on the SPAF within 5 working days of receipt. 
 

Standpipe Piezometer Activity Form (SPAF) Information - The following process should be used for 
populating SPAF information for piezometers and slotted/drilled slope inclinometers 
installed/destroyed when there is no WCR on file: 
 
The GP submits the SPAF to the Drilling Services Active Standpipe Piezometer Data Base 
Coordinator and follows steps 1 and 2 listed above. 
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Quality Assurance Plan 
 
The Quality Assurance Plan (QAP) defines approach GS Managers and Supervisors take to 
verify compliance with GS-01 and this GMSA. The QAP is divided into different sections:  
1. Roles and Responsibilities for the following positions:  

• Design Office Chief  
• Design Branch Chief  
• Geotechnical Support Office Chief  
• Drilling Services Branch Chief  
• Geotechnical Instrumentation Branch Chief  
• Chief Drilling Services, Branch C  

2. GS-01 & GMSA Checklists (GGC) for the following positions 
• Design Branch Chief  
• Drilling Services Branch Chief  
• Geotechnical Instrumentation Branch Chief  

• Chief Drilling Services, Branch C 
3. Master Resolution Lists (MRLs) 

• METS/GS Deputy Chief – Corporate Design (CDGGC-MRL) 
• METS/GS Deputy Chief – Corporate Geo Support (CGSGGC-MRL) 
• Office Chief – Design – Monthly Compliance Period (DMCP-MRL) 
• Office Chief – Geo Support – Monthly Compliance Period (GSMCP-MRL) 

4. GS-01 & GMSA QC/QA Schedule 
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Roles and Responsibilities 
(QAP) 
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METS/GS Deputy Division Chief - Roles & Responsibilities: 
 
 

a. Promotes teamwork, leadership, integrity, stewardship and open communication. 
b. Ensures adequate resource allocation to comply with GS-01 and the GMSA. 
c. Addresses key issues that cannot be resolved at the Office Chief level. 
d. Directs team members as necessary to comply with GS-01 and the GMSA. 
e. Conducts consistent meetings (MRL, Quality Reviews, etc) with the Office Chiefs to 

ensure compliance with GS-01 and the GMSA. 
f. Directs random evaluations of GS-01 and GMSA compliance, performance, provides 

recommendations for resolution for non-compliance events and promotes continuous 
improvement. 
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Design Office Chief(s) - Roles & Responsibilities: 
 
The Design Office Chief has three primary responsibilities relating to the GMSA 
Implementation Plan (GIP) and GS-01/GMSA compliance: 
 

a. The Design Office Chief is directly and fully responsible to actively manage, provide 
oversight and ensure compliance with the GMSA Implementation Plan (GIP), GS-01 and 
GMSA. 

b. The Design Office Chief is responsible to consistently monitor the performance and 
quality of work performed by each Design Branch Chief (DBC) to ensure compliance 
with the GIP, GS-01 and GMSA. 

c. The Design Office Chief is responsible to provide consistent training, instruction and 
direction for all DBC/GP team members to ensure compliance with the GIP, GS-01 and 
GMSA.  
 

Note:  Delegation of GIP, GS-01 and GMSA responsibilities from the Design Office Chief to 
any DBC does not remove or reduce the Design Office Chiefs responsibility for GIP, GS-01 
and GMSA compliance requirements.  
 

1. After GS-01 and GMSA training, implements a GMSA Implementation Plan (GIP) to ensure 
all Design Branch Chiefs (DBC) and staff have clear instruction regarding how GS-01 and 
the GMSA is implemented, utilized and managed. 

2. Develops a GIP Schedule for use by the DBCs and staff.   
3.  Monitors the performance of the DBCs regarding GIP compliance, takes appropriate actions 

to correct GIP non-compliance issues and ensures documentation of all events.  
4. Ensures the DBC understands how to effectively manage the GS-01 and the GMSA. 
5.  Provide training and consistent oversight/support to ensure the DBC’s ability to manage GP 

team members (DBC consistently ensures the GPs perform their duties in a quality and 
compliant manner as required in the GS-01 and GMSA processes). 

6. Instructs, guides, trains and directs the DBC to ensure a working understanding exists 
regarding the GS-01 and GMSA processes/tool requirements. 

7. Ensures the DBC complies with GS-01 and GMSA requirements with a special focus on 
LEA, WCR, BBDS, Quality Assurance (Design GS-01 & GMSA Checklist (DGGC) and 
Design Monthly Compliance Period – Master Resolution List (DMCP-MRL) and Document 
Control Processes. 

Note:   an DMCP-MRL is attached as a guideline for MRL development. 
8. Conducts informal weekly meetings with the DBCs (and others as necessary) to: 

a.  review DGGC progress, 
b. review  GS-01 & GMSA quality of services and products (LEA, WCR, BBDS, etc),  
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c. discuss GS-01 and GMSA non-compliance issues and corrections, 
d.  review the Design GS-01 & GMSA QC/QA January 2015 Compliance Schedule (see 

attached example) for compliance,  
e. review Document Control Processes and status.    

9. Ensures the DBC utilizes the DGGC and information shared at the weekly informal meeting 
noted in Item 8 above to populate the DMCP-MRL. 

10. Conducts bi-monthly DMCP-MRL meetings with the DBCs to ensure and document GS-01 
and GMSA compliance. 

11. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a Monthly Compliance Period.   Monthly Compliance Period is defined as 
starting on the first day of each month and ending on the last day of that month. 

12. Ensure all DBCs perform 100% quality reviews as required in the GMSA, Design Branch 
Chief, Roles and Responsibilities. 

13. Design Office Chief will conduct a 25% quality review of the DBC/GP generated work 
products. 

14. The number of 25% quality reviews to be performed by the Design Office Chief is 
established by the total number of 100% DBC quality reviews.  For example, if 20 DBC 
quality reviews were performed by the DBCs for this Monthly Compliance Period, the 
Design Office Chief would randomly select 5 for his/her quality review.    The BSPID 
provides data on workload numbers and activities.   

15. The 25% quality review is designed to ensure there is a second check on the DBC 100% 
quality evaluation.   

16. The 25% quality review will be performed on DBC DGGCs, LEA, WCR, BBDS, BSPID, 
etc., documents generated by the DBCs and GP team. 

17. The 25% quality review results will be noted on the DMCP-MRL. 
18. Manage and distribute the Corporate Design GS-01 and GMSA Compliance MRL 

(CDGGC-MRL) to the METS/GS Deputy for each compliance period.  (See attached 
example) 

19. Significant GS-01 or GMSA non compliance issues (no LEA contact, violation of water 
code, no WCR, etc.), sent (via email) from the DBC to the Design Office Chief require 
immediate action by the DBC under the direction of the Design Office Chief to ensure the 
issue(s) is  corrected and documented.     Situations of this nature should be unique and occur 
on a limited basis – ensure these types of events are added to the DMCP-MRL. 

20. Promotes a team based atmosphere with open communication. 
21. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 
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Design Branch Chief (DBC) – Roles/Responsibilities: 

1. After GS-01 and GMSA training, supports and implements the Design Office Chief’s GMSA 
Implementation Plan (GIP).    Ensure staff has clear instruction regarding how and when GIP 
is implemented.  

2. Monitors the performance of staff regarding GIP compliance and takes appropriate steps to 
correct GIP non-compliance issues.  

3. Ensure staff clearly understands (provide direction, training, support and openly communicate 
expectations) the requirements of GS-01 and GMSA. 

4. Consistently review the GMSA with staff to ensure staff understands and complies with the 
processes and tools, including, but not limited to, Drill and CPT Requests, LEA, WCR, 
BBDS, Consultant Management Process, BSPID, Quality Assurance Plan and Document 
Control Processes. 

5. Manages and monitors, on a consistent basis, the performance of all staff relating to 
compliance with GS-01 and GMSA requirements. 

6. Takes appropriate actions to correct GS-01 and GMSA non-compliance issues, actions, 
deliverables, products and services. 

7. Complies with this GMSA, DBC Roles & Responsibilities to ensure compliance with these 
important deliverables and requirements. 

8. Ensures all meetings and tasks noted in the Design GS-01 & GMSA QC/QA January 2015 
Compliance Schedule (see attached example) are completed in a quality manner within the 
prescribed timeframes. 

9. Completes the Design GS-01 & GMSA Checklist (DGGC) within the prescribed timeframe 
with a focus on accuracy, quality and completeness.  

10. Takes appropriate steps to correct DGGC non-compliance issues, quality problems while 
ensuring all issues and corrective actions are properly documented. 

11. Communicates on a weekly basis with the Design Office Chief regarding DGGC critical 
issues relating to non-compliance, performance challenges, quality failures, etc. 

12. Attends Design Monthly Compliance Period Master Resolution List (DMCP-MRL) meetings 
(bi-monthly) with the Design Office Chief (and others as necessary) to review DGGC 
compliance, staff performance relating to GS-01 and GMSA quality of services and products, 
mitigation of GS-01 and GMSA non-compliance issues, develop and implement corrections 
and ensure compliance with document control requirements.   

13. Utilize the DGGC to populate the DMCP-MRL (see the DMCP-MRL attached example) for 
presentation to the Office Chief.   Ensures all DMCP-MRLs are placed in Document Control. 

14. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a monthly compliance period with specific time sensitive deliverables.  
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15. Monthly Compliance Period is defined as starting on the first day of each month and ending 
on the last day of that month.   

16. The DBC performs 100% quality assurance reviews for each compliance period. 
17. The DBC utilizes the BSPID to establish the total number of holes sealed within the 

compliance period.  This number is then subject to a 100% quality review by the DBC.  
18.  The 100% quality assurance review requires the DBC conduct a hands-on review of key GS-

01 and GMSA documents and services produced by the GP and C-57 Consultant during the 
compliance period.  

19. More specifically, this review requires a quality assessment  of the following GMSA 
requirements – staff/C-57 consultant performance:   

a. Ensures compliance with the Drill Request and CPT Processes; 
b. Ensures compliance with the Local Enforcement Agency Process (LEAP) with a 

focus on the  LEA  contact letter, permit, conditions and inspection requirements;  
c. Ensures compliance with the Consultant Management Process with a focus on 

ensuring use of applicable mandatory Task Order language, compliance with the 
Consultant Task Order Development/Management Process, monitors C-57 
consultant performance and quality of work.  

d. Ensures GP compliance with the WCR process and WCR form quality, LEA - 
code compliant backfilling, sealing, destruction, delivery of WCR to LEA/DWR, 
etc., and DBC archiving within prescribed timeframe;  

e. Ensures GP compliance with the Standpipe Piezometer Activity Form (SPAF) 
process, including compliance with proper groundwater readings and inspections 
while ensuring LEA-code compliant sealing, destruction and DBC archiving, all 
within the estimated timeframes; 

f. Ensures GP compliance with the BBDS process and BBDS form quality, LEA - 
code compliant sealing, destruction, proper filing and DBC archive requirements, 
all within prescribed timeframes;  

g. Ensures compliance with the “A Guide to Using  the BSPID process”, performs all 
duties/functions as required and within the prescribed timeframes; 

h. Ensures the BSPID is consistently updated. 
i. Ensures compliance with the Quality Assurance Plan requirements with a special 

focus on the DGGC and the DMCP-MRL. 
j. Ensures compliance with the Document Control requirements. 
k. Note:   the DBC also instructs/monitors the GP (Task Order Manager) to oversee 

and correct the performance of the C-57 consultant to ensure compliance with 
applicable GMSA processes and Task Order requirements. 
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20. For significant GS-01 or GMSA non compliance issues (critical safety condition, no LEA 
contact, violation of water code, no WCR, etc.), requires an immediate phone call and email 
be sent to the Design Office Chief.   Correction of non-compliance issues are to be 
immediately mitigated by the DBC 

21. Promotes a team based atmosphere with open communication. 
22. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 

 

  

Page 70 of 108 December 2014 
 



Caltrans Geotechnical Manual – Supplement A 
 

Geotechnical Support Office Chief - Roles & Responsibilities: 
 
The Geotechnical Support Office Chief has three primary responsibilities relating to the 
GMSA Implementation Plan (GIP) and GS-01/GMSA compliance: 
 

a) The Geotechnical Support Office Chief is directly and fully responsible to actively 
manage, provide oversight and ensure compliance with the GMSA Implementation Plan 
(GIP), GS-01 and GMSA. 

b) The Geotechnical Support Office Chief is responsible to consistently monitor the 
performance and quality of work performed by each Branch Chief to ensure compliance 
with the GIP, GS-01 and GMSA. 

c) The Geotechnical Support Office Chief is responsible to provide consistent training, 
instruction and direction for all supervisors/staff team members to ensure compliance with 
the GIP, GS-01 and GMSA.  
 

Note:  Delegation of GIP, GS-01 and GMSA responsibilities from the Geotechnical Support 
Office Chief to any Branch Chief does not remove or reduce the Geotechnical Support Office 
Chief’s responsibility for GIP, GS-01 and GMSA compliance requirements.  
 

1. After GS-01 and GMSA training, implements the GMSA Implementation Plan (GIP) to 
ensure all Branch Chiefs and staff have clear instruction regarding how GS-01 and the GMSA 
is implemented, utilized and managed. 

2. Develops a GIP Schedule for use by the Branch Chiefs and staff.   
3.  Monitors the performance of the Branch Chiefs regarding GIP compliance, takes appropriate 

actions to correct GIP non-compliance issues and ensures documentation of all events.  
4. Ensures the Branch Chiefs understand how to effectively manage the GS-01 and the GMSA. 
5.  Provide training and consistent oversight/support to ensure the Branch Chiefs ability to 

manage team members (Branch Chiefs consistently ensures the staff perform their duties in a 
quality and compliant manner as required in the GS-01 and GMSA processes). 

6. Instructs, guides, trains and directs the Branch Chiefs to ensure a working understanding 
exists regarding the GS-01 and GMSA processes/tool requirements. 

7. Ensures the Branch Chiefs complies with GS-01 and GMSA requirements with a special 
focus on LEA, WCR, BBDS, Drilling Request Process, CPT Request Process, Drill Log For 
Drilling & CPT Process, Quality Assurance (GS-01 & GMSA Checklists- DSGGC, 
GIBGGC, DSCGGB), Design GS-01 & GMSA QC/QA January 2015 Compliance Schedule 
and GMSA Office Chief Geotechnical Support Monthly Compliance Period MRL (GSMCP-
MRL) and Document Control Processes. 

a. Note:   a GSMCP-MRL is attached as a guideline for MRL development. 
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8. Conducts informal weekly meetings with the Branch Chiefs (and others as necessary) to: 
9.  review GS-01 & GMSA Checklists- DSGGC, GIBGGC, DSCGGB progress, 
10. review  GS-01 & GMSA quality of services and products (LEA, WCR, BBDS- CPT, etc),  
11. discuss GS-01 and GMSA non-compliance issues and corrections, 
12. review Design GS-01 & GMSA QC/QA January 2015 Compliance Schedule for compliance,  
13. review Document Control Processes and status.    
14. Ensures the Branch Chiefs utilizes the GS-01 & GMSA Checklists- DSGGC, GIBGGC, 

DSCGGB and information shared at the weekly informal meeting noted in Item 8 above to 
populate the GSMCP-MRL. 

15. Conducts bi-monthly GSMCP-MRL meetings with the Branch Chiefs to ensure and 
document GS-01 and GMSA compliance. 

16. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a Monthly Compliance Period.   Monthly Compliance Period is defined as 
starting on the first day of each month and ending on the last day of that month.   The Design 
GS-01 & GMSA QC/QA January 2015 Compliance Schedule provides a good example of the 
steps and timeframes.  

17. Ensure all Branch Chiefs perform 100% quality reviews as required in the GMSA, 
Geotechnical Support Branch Chief(s), Roles and Responsibilities. 

18. Geotechnical Support Office Chief will conduct a 25% quality review of the Branch 
Chief/CPT Technician and Lead Driller work products. 

19. The number of 25% quality reviews to be performed by the Geotechnical Support Office 
Chief is established by the total number of 100% Branch Chief quality reviews.  For example, 
if 20 Branch Chief(s) quality reviews were performed by the Branch Chief(s) for this 
Monthly Compliance Period, the Geotechnical Support Office Chief would randomly select 5 
for his/her quality review.    The BSPID provides data on workload numbers and activities.   

20. The 25% quality review is designed to ensure there is a second check on the Branch Chiefs 
100% quality evaluation.   

21. The 25% quality review should include, but not be limited to, the Branch Chiefs GS-01 & 
GMSA Checklists- DSGGC, GIBGGC, DSCGGB, LEA, WCR, SPAF,  BBDS-CPT, Drill 
Log for Drilling & CPT Process, BSPID, etc., documents generated by the Branch Chiefs and 
drilling/CPT crews. 

22. After identification of non-compliant issues, takes corrective actions to ensure compliance 
with GS-01 and the GMSA and documents the action taken on the GSMCP-MRL.   

23. Manage and distribute the METS/GS Chief Deputy, Corporate Geotechnical Services GS-01 
& GMSA Compliance MRL (CGSGGC-MRL) to the METS/GS Deputy for each compliance 
period. 
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24. Significant GS-01 or GMSA non compliance issues (no LEA contact, violation of water code, 
no WCR, etc.), sent (via email-phone call) from the Branch Chiefs to the Geotechnical 
Support Office Chief require immediate action by the Branch Chiefs under the direction of 
the Geotechnical Support Office Chief to ensure the issue(s) is  corrected and documented.     
Situations of this nature should be unique and occur on a limited basis – ensure these types of 
events are added to the GSMCP-MRL.  The METS/GS Deputy Chief will be immediately 
notified (email and phone call) of any significant safety, LEA, WCR, BBDS, etc., compliance 
issue. 

25. Promotes a team based atmosphere with open communication. 
26. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 
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Drilling Services Branch Chief(s) – Roles/Responsibilities: 
 

1. After GS-01 and GMSA training, implements the Geotechnical Support Office Chief’s 
GMSA Implementation Plan (GIP).    Ensure staff has clear instruction regarding how and 
when GIP is implemented.  

2. Monitors the performance of staff regarding GIP compliance and takes appropriate steps to 
correct GIP non-compliance issues.  

3. Ensure staff clearly understands (provide direction, training, support and openly communicate 
expectations) the requirements of GS-01 and GMSA. 

4. Consistently review the GMSA with staff to ensure staff understands and complies with the 
processes and tools, including, but not limited to, Consultant Management Process, Drilling 
Requests, LEA, WCR, BBDS, Drill Log for Drilling & CPT Requests, BSPID, Quality 
Assurance Plan and Document Control Processes. 

5. Manages and monitors, on a consistent basis, the performance of all staff relating to 
compliance with GS-01 and GMSA requirements. 

6. Takes appropriate actions to correct GS-01 and GMSA non-compliance issues, actions, 
deliverables, products and services. 

7. Complies with this GMSA, Drilling Services Branch Chief(s), Roles & Responsibilities to 
ensure compliance with these important deliverables and requirements. 

8. Ensures all tasks are completed in a quality manner within the prescribed timeframes. 
9. Completes the Drilling Services GS-01 & GMSA Checklist (DSGGC) within the prescribed 

timeframe with a focus on accuracy, quality and completeness.  
10. Takes appropriate steps to correct DSGGC non-compliance issues, quality problems while 

ensuring all issues and corrective actions are properly documented. 
11. Communicates on a weekly basis with the Geotechnical Support Office Chief regarding 

DSGGC critical issues relating to non-compliance, performance challenges, quality failures, 
etc. 

12. Attends bi-monthly GMSA Office Chief, Geotechnical Support Monthly Compliance Period 
Master Resolution List (GSMCP-MRL) meetings with the Geotechnical Support Office Chief 
(and others as necessary) to review DSGGC compliance, staff performance relating to GS-01 
and GMSA quality of services and products, mitigation of GS-01 and GMSA non-compliance 
issues, develop and implement corrections and ensure compliance with document control 
requirements.   

13. Utilize the DSGGC to populate the GSMCP-MRL for presentation to the Geotechnical 
Support Office Chief.   Ensures all GSMCP-MRLs are placed in Document Control. 

14. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a monthly compliance period with specific time sensitive deliverables.  
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15. Monthly Compliance Period is defined as starting on the first day of each month and ending 
on the last day of that month.  The Design GS-01 & GMSA QC/QA January 2015 
Compliance Schedule provides a good example of the compliance steps and timeframes. 

16. The Drilling Services Branch Chief(s) performs 100% quality assurance reviews for each 
compliance period. 

17. The Drilling Services Branch Chief(s) utilizes the BSPID and Drill Logs to establish the total 
number of holes completed within the compliance period.  This number is then subject to a 
100% quality review by the Drilling Services Branch Chief(s).  

18.  The 100% quality assurance review requires the Drilling Services Branch Chief(s) conduct a 
hands-on review of key GS-01 and GMSA documents relating to the following: 

19. Ensures compliance with the Drill Request Processes; 
20. Ensures compliance with the LEA Management Process with a focus on the  LEA  contact 

letter, permit, conditions with instructions to staff;  
21. Conducts monthly site visits to evaluate staff performance in the field and to ensure 

compliance with GS-01 and the GMSA.   A field report (site, location, names of staff, 
description of the scope of work, C-57, LEA conditions, WCR or BBDS status, etc) will be 
sent to the Geotechnical Office Chief at the conclusion of each evaluation (no later than 5 
days after the site visit). 

22. Ensures compliance with the Consultant Management Process with a focus on ensuring use of 
applicable mandatory Task Order language, compliance with the consultant task order 
development/management process, monitors C-57 consultant performance and quality of 
work.  

23. Ensures compliance with the WCR process and WCR form quality, LEA - code compliant 
backfilling, sealing, destruction, signatures, delivery of WCR to LEA/DWR, etc., and 
filing/documentation within prescribed timeframes;  

24. Monitors the Drilling Services Active Standpipe Piezometer Database to ensure timely data 
entries (coordinator) as required in the SPAF process; 

25. Ensures staff compliance with the BBDS/CPT process and BBDS form quality, LEA - code 
compliant sealing, destruction, proper filing and filing/document requirements within 
prescribed timeframe;  

26. Ensures compliance with the “A Guide to Using  the BSPID process”, performs all 
duties/functions as required and within the prescribed timeframes; 

27. Ensures the BSPID is consistently updated. 
28. Ensures compliance with the Quality Assurance Plan requirements with a special focus on the 

DSGGC and the GSMCP-MRL. 
29. Ensures compliance with the Document Control requirements. 
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30. For significant GS-01 or GMSA non compliance issues (critical safety issue, no LEA contact, 
violation of water code, no WCR, no BBDS, etc.), requires an immediate email be sent to the 
Geotechnical Support Office Chief. 

31. Promotes a team based atmosphere with open communication. 
32. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 
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Geotechnical Instrumentation Branch Chief (GIBC) – Roles/Responsibilities: 
 

1. After GS-01 and GMSA training, implements the Geotechnical Support Office Chief’s 
GMSA Implementation Plan (GIP).    Ensure staff has clear instruction regarding how and 
when GIP is implemented.  

2. Monitors the performance of staff regarding GIP compliance and takes appropriate steps to 
correct GIP non-compliance issues.  

3. Ensure staff clearly understands (provide direction, training, support and openly communicate 
expectations) the requirements of GS-01 and GMSA. 

4. Consistently review the GMSA with staff to ensure staff understands and complies with the 
processes and tools, including, but not limited to, LEA Management Process, Consultant 
Management Process, CPT Process-Form, the BBDS CPT Process and BBDS form, Drill Log 
for Drilling and CPT Process, BSPID, Quality Assurance Plan and Document Control 
Processes. 

5. Manages and monitors, on a consistent basis, the performance of all staff relating to 
compliance with GS-01 and GMSA requirements. 

6. Takes appropriate actions to correct GS-01 and GMSA non-compliance issues, actions, 
deliverables, products and services. 

7. Complies with this GMSA, GIBC Roles & Responsibilities to ensure compliance with these 
important deliverables and requirements. 

8. Ensures all tasks are completed in a quality manner within the prescribed timeframes. 
9. Completes the Geotechnical Instrumentation Branch Chief GS-01 & GMSA Checklist 

(GIBGGC) within the prescribed timeframe with a focus on accuracy, quality and 
completeness.  

10. Takes appropriate steps to correct GIBGGC non-compliance issues, quality problems while 
ensuring all issues and corrective actions are properly documented. 

11. Communicates on a weekly basis with the Geotechnical Support Office Chief regarding 
GIBGGC critical issues relating to non-compliance, performance challenges, quality failures, 
etc. 

12. Attends GMSA Office Geotechnical Support Services Monthly Compliance Period Master 
Resolution List (GSMCP-MRL) meetings (bi-monthly) with the Geotechnical Support Office 
Chief (and others as necessary) to review GIBGGC compliance, staff performance relating to 
GS-01 and GMSA quality of services and products, mitigation of GS-01 and GMSA non-
compliance issues, develop and implement corrections and ensure compliance with document 
control requirements.   

13. Utilize the GIBGGC to populate the GSMCP-MRL (see the GSMCP-MRL attached example) 
for presentation to the Office Chief.   Ensures all GSMCP-MRLs are placed in Document 
Control. 
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14. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a monthly compliance period with specific time sensitive deliverables.  

15. Monthly Compliance Period is defined as starting on the first day of each month and ending 
on the last day of that month.  The Design GS-01 & GMSA QC/QA January 2015 
Compliance Schedule provides a good example of the compliance steps and timeframes. 

16. The GIBC performs 100% quality assurance reviews for each compliance period. 
17. The 100% quality assurance review requires the GIBC conduct a hands-on review of key GS-

01 and GMSA documents and services relating to the following:   
18. Ensures compliance with the LEA Management Process;  
19. When applicable, ensures compliance with the Consultant Management Process; 
20. Ensures compliance with CPT Process and Cone Penetrometer Test Request Form; 
21. Ensures compliant filing and documentation of the CPT Process and CPT Request Form; 
22. Ensures staff compliance with the BBDS CPT process and BBDS form quality, LEA - code 

compliant sealing, destruction and proper filing and GIBC archive requirements, all within 
prescribed timeframes;  

23. Ensures compliance with the Drill Log for Drilling and CPT Process; 
24. Ensures compliance with the “A Guide to Using  the BSPID process”, performs all 

duties/functions as required and within the prescribed timeframes; 
25. Ensures the BSPID is consistently updated. 
26. Ensures compliance with the Quality Assurance Plan requirements with a special focus on the 

GIBGGC and the GSMCP-MRL. 
27. Ensures compliance with the Document Control requirements. 
28. For significant GS-01 or GMSA non compliance issues (critical safety condition, no LEA 

contact, violation of water code, no WCR/BBDS-CPT form, etc.), requires an immediate 
email be sent to the Geotechnical Support Office Chief.   Correction of non-compliance 
issues are to be immediately mitigated by the GIBC. 

29. Promotes a team based atmosphere with open communication. 
30. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 
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Chief Drilling Services, Branch C – Roles/Responsibilities: 
Note:  If no staff exists for this Branch Chief, the duties and requirements apply directly to the 
Branch Chief. 

 
1. After GS-01 and GMSA training, implements a Geotechnical Support Office Chief’s GMSA 

Implementation Plan (GIP).    Ensure staff has clear instruction regarding how and when GIP 
is implemented.  

2. Monitors the performance of staff regarding GIP compliance and takes appropriate steps to 
correct GIP non-compliance issues.  

3. Ensure staff clearly understands (provide direction, training, support and openly communicate 
expectations) the requirements of GS-01 and GMSA. 

4. Consistently review the GMSA with staff to ensure staff understands and complies with the 
processes and tools, including, but not limited to, LEA, Consultant Management Process, 
Drilling Request Process, Drill Log for Drilling and CPT Process, Quality Assurance Plan 
and Document Control Processes. 

5. Manages and monitors, on a consistent basis, the performance of all staff relating to 
compliance with GS-01 and GMSA requirements. 

6. Takes appropriate actions to correct GS-01 and GMSA non-compliance issues, actions, 
deliverables, products and services. 

7. Complies with this GMSA, Chief-Drilling Services, Branch C, Roles & Responsibilities to 
ensure compliance with these important deliverables and requirements. 

8. Ensures all tasks are completed in a quality manner within the prescribed timeframes. 
9. Completes the Drilling Services Branch C - GS-01 & GMSA Checklist (DSCGGC) within 

the prescribed timeframe with a focus on accuracy, quality and completeness.  
10. Takes appropriate steps to correct DSCGGC non-compliance issues, quality problems while 

ensuring all issues and corrective actions are properly documented. 
11. Communicates on a weekly basis with the Drilling Services Office Chief regarding DSCGGC 

critical issues relating to non-compliance, performance challenges, quality failures, etc. 
12. Attends bi-monthly Office Chief, Geotechnical Support Monthly Compliance Period Master 

Resolution List (GSMCP-MRL) meetings with the Geotechnical Support Office Chief (and 
others as necessary) to review DSCGGC compliance, staff performance relating to GS-01 and 
GMSA quality of services and products, mitigation of GS-01 and GMSA non-compliance 
issues, develop and implement corrections and ensure compliance with document control 
requirements.   

13. Utilize the DSCGGC to populate the GSMCP-MRL (see the GSMCP-MRL attached 
example) for presentation to the Office Chief.   Ensures all GSMCP-MRLs are placed in 
Document Control.    

14. Understands and acknowledges GS-01 and GMSA products, services and activities are 
measured on a monthly compliance period with specific time sensitive deliverables.  
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15. Monthly Compliance Period is defined as starting on the first day of each month and ending 
on the last day of that month.  The Design GS-01 & GMSA QC/QA January 2015 
Compliance Schedule provides a good example of the compliance steps and timeframes. 

16. The Chief, Drilling Services Branch C performs 100% quality assurance reviews for each 
compliance period. 

17. The 100% quality assurance review requires the Chief, Drilling Services Branch C conduct a 
hands-on review of key GS-01 and GMSA documents and services relating to the following:  

18. Ensures compliance with the Consultant Management Process with a key focus on ensuring 
all required language is incorporated into applicable task order(s) and compliance with the 
task order development procedures; 

19. Ensures compliance with the Drill Request Process; 
20. Ensures  compliance with proper filing and archive requirements within prescribed 

timeframe;  
21. Ensures compliance with the “A Guide to Using  the BSPID process”, performs all 

duties/functions as required and within the prescribed timeframes; 
22. Ensures the BSPID is consistently updated. 
23. Ensures compliance with the Quality Assurance Plan requirements with a special focus on the 

DSCGGC and the GSMCP-MRL. 
24. Attends all required GSMCP-MRL meetings. 
25. Ensures compliance with the Document Control requirements (includes retention of final 

signed task orders). 
26. For significant GS-01 or GMSA non compliance issues (critical safety issue, Consultant 

Management Process, Drilling Request Process and Drill Log for Drilling & CPT Request), 
requires an immediate email be sent to the Drilling Services Office Chief. 

27. Promotes a team based atmosphere with open communication. 
28. Practices responsible stewardship, maintains integrity and excellence in the products and 

services. 
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GS-01 & GMSA Checklist (GGC) 
(QAP) 
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METS/GS Deputy Chief – 
Corporate Design (CDGGC-MRL) 

(QAP) 

Page 86 of 108 December 2014 
 



Caltrans Geotechnical Manual – Supplement A 
 

 

 
Page 87 of 108      December 2014 
  



Caltrans Geotechnical Manual – Supplement A 
 

 
Page 88 of 108      December 2014 
  



Caltrans Geotechnical Manual – Supplement A 
 

Page 89 of 108      December 2014 
  



Caltrans Geotechnical Manual – Supplement A 
 

 
 
 
 

METS/GS Deputy Chief – 
Corporate Geo Support 

(CGSGGC-MRL) 
(QAP) 
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Office Chief – Design – Monthly 
Compliance Period  

(DMCP-MRL) 
(QAP) 
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Office Chief – Geo Support – 
Monthly Compliance Period 

(GSMCP-MRL) 
(QAP) 
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Document Control 
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Document Control 
 
What is Document Control? 

• Instructions and processes ensuring retention of pertinent records and documents. 
• Document Control may include, but is not limited to; forms, records, database entries, hard 

copies, internal/external correspondence, field reports, Task Orders, etc. 

Why use Document Control? 
• Provides verification and proof of GS-01 compliance. 
• Executive Management requires documentation of GS-01 related work functions and actions. 
• Documentation of GS activities provides information to evaluate performance and allow for 

continuous improvement. 

Who uses Document Control? 
• All GS Managers, GS Supervisors/Specialists, GS Staff, Drilling Services, GIB and C-57 

Consultants. 

How is Document Control Utilized? 
• The GMSA modules (LEA, WCR, BBDS, etc.) each contain specific instruction relating to 

archiving of documents, retention of hard copies, filing system requirements, etc. 
• All GS managers, supervisors and staff must follow the GMSA instructions as they relate to 

documentation, archiving and retention of records. 

Document Control – Manager/Supervisor Responsibilities:    
• All GS Managers and Supervisors are required to develop a Document Control Plan (DCP) for 

their respective offices. 
• The DCP will incorporate the GMSA documentation, archive and file retention requirements. 
• GS Managers and Supervisors will actively manage and ensure compliance with the DCP. 

Document Control Tools: 
• GeoDOG 
• GS Project Tracking 
• Design File Retention Center  
• Drilling Services File Retention Center     
• GIB File Retention Center     
• BSPID 
• Active Standpipe Piezometer Database 

How long are records/documents Retained? 
• Five years from the date of archiving or placement of the document in the applicable file 

retention system.  
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