((Specifier leave this line)) SBBC Design & Material Standards, January 01, 2010 Edition)

SECTION 01310 (01 31 00)
PROJECT MANAGEMENT AND COORDINATION

PART 1 GENERAL

SECTION INCLUDES

A. Contractor’s Personnel.

B. Coordination.

C. Project Administrative Records.

D. Meeting Administration.

E. Preconstruction meeting.

F. Site mobilization meeting.

G. Progress meetings.

H. Preinstallation meetings.

I. Request for Information.

CONTRACTOR’S PERSONNEL

J. Provide names of Contractor’s staff, refer to Section 01560-Temporary Barriers and Enclosures for Security Programs.
K. Background Checks, Fingerprinting, and Badges:  Refer to Section 01560-Temporary Barriers and Enclosures for Security Programs.

1.2 ENVIRONMENTAL MANAGER:

A. Designate an on-site party responsible for overseeing the Contractor’s conformance to environmental goals for the project and implementing procedures for environmental protection.

1. Qualifications:

(a) LEED Accredited Professional in accordance with the US Green Building Council

(b) Minimum 3-years construction experience on projects of similar size and scope; minimum 3-years experience with environmental procedures similar to those of this project;

(c) Demonstrated knowledge of the LEED for Schools rating system;
(d) Familiar with environmental regulations applicable to construction operations.
2. Responsibilities include:

(a) Management of the LEED for Schools contactor submittal documentation process required in accordance with the LEED for Schools rating system.

(b) Respond to questions and other information from US Green Building Council to complete LEED for Schools application process.

(c) Manage and provide documentation for the Construction and Demolition Waste Management Plan in accordance with Section 01354-Construction Indoor Air Quality Management and Section 01572-Construction Waste Management.
1.3 COORDINATION

A. Coordinate scheduling, submittals, and Work of the various sections of the Project Manual to assure efficient and orderly sequence of installation of interdependent construction elements.

B. Verify utility requirements and characteristics of operating equipment are compatible with building utilities.  Coordinate work of various sections having interdependent responsibilities for installing, connecting to, and placing in service, such equipment.

C. Prepare coordination drawings where work by separate entities requires fabrication off-site of products and materials, which must accurately interface.  Coordination drawings shall indicate how work shown by separate shop drawings will interface and shall indicate sequence for installation.  Comply with related requirements in Section 01330-Submittal Procedures.

D. Coordinate space requirements and installation of mechanical and electrical work, which are indicated diagrammatically on Drawings.  Follow routing shown for pipes, ducts, and conduit, as closely as practicable; place runs parallel with line of building.  Utilize spaces efficiently to maximize accessibility for other installations, for maintenance, and for repairs.

E. In finished areas, conceal pipes, ducts, and wiring within the construction.  Coordinate locations of fixtures and outlets with finish elements.

F. Coordinate completion and clean up of Work of separate sections in preparation for Substantial Completion and for portions of Work designated for Owner's partial occupancy.

G. After Owner occupancy of premises, coordinate access to site for correction of defective Work and Work not in accordance with Contract Documents, to minimize disruption of Owner's activities.

PROJECT ADMINISTRATIVE RECORDS

H. The Contractor shall maintain administrative records at the project site, unless agreed to otherwise by the Owner in writing.  Files shall typically include, but not be limited to:

1. Construction Schedule.

2. Schedule of Values.

3. Contracts or Purchase Orders.

4. Project Submittals with Submittal/Approval Logs.

5. Equipment Purchase/Delivery Logs.

6. The Contract Documents (Drawings, Specifications, Project Manual, Addenda, Change Orders, Supplementary Instructions, Construction Change Directives, etc.).

7. Warranties and Guarantees.

8. Cost Accounting Records:

(a) Labor Costs.

(b) Material Costs.

9. Change Order Related Documentation:

(a) Document 01250a-Proposal Request.

(b) Document 01250b-Change Order Request (Proposal).

(c) Document 01250b-Proposal Worksheet Detail.

(d) Document 01250d-Proposal Cost Summary.

(e) Document 01250e-Construction Change Directive.

(f) Document 01250f-Project Consultant’s Supplemental Instructions.

(g) Document 01250g-Construction Change Order.

(h) Supporting documentation for the forms listed above.

10. Payment Request Records.

11. Meeting Minutes.

12. Cost Estimates.

13. Bulletin Quotations.

14. Laboratory and Testing Agency Test Reports.

15. Insurance Certificates and Bonds.

16. Purchase Orders.

17. Material Purchase/Delivery Logs.

18. Technical Standards.

19. Design Handbooks.

20. Project Record Documents.

21. Operating and Maintenance Manuals & Instructions.

22. Daily Progress and Manpower Reports.

23. Monthly Progress Reports.

24. Correspondence Files.

25. Transmittal Records.

26. Inspection Reports.

27. Bid/Award Information.

28. Punch Lists.

29. Safety Program and OSHA Documentation.

30. Material Safety Data Sheets (MSDS).

31. Journeymen Supervision Logs.

32. Subcontractor Lists and licensure documentation.

33. Broward County and Municipal permits, authorizations, inspection reports and other project specific documentation.

34. M/WBE utilization and compliance documentation.

35. Other Administrative Documentation as required by the Contract Documents.

MEETING ADMINISTRATION

I. The Contractor shall schedule and administer progress meetings, preinstallation meetings, and other meetings and conferences as specified within the Contract Documents.  For these meetings the Contractor shall:

1. Prepare agenda.

2. Prepare and distribute written notice of each meeting 4 days in advance of the meeting date.

3. Make physical arrangements and accommodation of the meetings.

4. Preside at meetings.

5. For those meetings not attended by the Project Consultant:

(a) Prepare Agenda.

(b) Preside at meetings.

(c) Record the minutes of the meeting including all significant proceedings and decisions.

(d) Reproduce and distribute copies of minutes within 3 days after each meeting ensuring that copies are distributed to:

(e) All participants in the Meeting.

(f) To all entities affected by decisions made at the meeting.

(g) The Project Consultant and the Owner.

6. For those meetings attended by the Project Consultant:  The Project Consultant shall:

(a) Prepare Agenda

(b) Preside at Meetings

(c) Record minutes of the meeting including all significant proceedings and decisions.

(d) Distribute copies of the minutes to parties described above.

J. The Owner and Project Consultant may schedule and administer meetings and conferences as specified within the Contract Documents or as required by the progression of the Work.  

1. The administration of these meetings will be by Project Consultant unless otherwise specified or determined prior to the meeting.
2. Organization, conduct and recording of such meetings shall be by the Project Consultant and similar to that required of the Contractor’s meetings.

K. Representatives of the Contractor, subcontractors and suppliers attending meetings shall be qualified and authorized to act on behalf of the entity each represents.

PRECONSTRUCTION MEETING

L. Owner will schedule and administer the meeting, which will take place at the Facilities and Construction Management Department after issue of Document 00550-Notice to Proceed to the Contractor.  Ten days notice is required for the meeting.

M. Attendance Required:
1. Owner.

2. Project Consultant and Sub consultants.

3. Contractor.

4. Contractor’s Superintendent and other representatives.

5. Major subcontractors and subcontractors providing critical assemblies, components, systems or equipment.

6. Major suppliers and suppliers supplying critical assemblies, components, systems or equipment.

7. Owner’s Test & Balance consultants.

8. Others as desired by the Owner, Contractor or Project Consultant.

9. BCI Representative.

N. Agenda:

1. Project Team Members:

(a) Introduction of Project Team Members.

(b) Designation of responsible personnel.

(c) The lines of communications.
(d) Relationship of school or facility-based personnel and other Departments within the School District to the Project Team.

2. Distribution and discussion of:

(a) List of major subcontractors and suppliers.

(b) The Construction Schedule and requirements for updates.

(c) Shop Drawing Submission Schedule.

(d) Mandatory BCI shop drawing submittals. 

3. Critical Work sequencing.
4. LEED for Schools Requirements & procedures (refer to Section 01352).
(a) Action Plans.
(b) Progress Reports.
(c) Documentation Submittals.
5. Commissioning requirements & procedures (refer to Section 01810).

6. Major equipment deliveries and priorities, long lead items (over 4 weeks for delivery).

7. Procedures and processing of:

(a) Field decisions and Supplementary Instructions.

(b) Change Orders, Construction Change Directives (CCDs), Proposal Requests.

(c) Submittals.

(d) Applications for Payment/Payments to Contractor.

(e) Daily Reports, Monthly Reports and Logs.

(f) Workforce Composition Requirements

(g) M/WBE Program Requirements

(h) Equipment start-up and testing.


(i) Inspection and acceptance of equipment put into service during construction period.

(j) Partnering Process as applicable.

8. Additional sets of Contract Documents required.

9. Project Record Documents.

10. Use of Premises:

(a) Office, work, storage and parking areas.

(b) Owner’s requirements.

(c) Project Consultant Requirements

11. Construction facilities, controls and construction aids, provided by Owner.

12. Temporary Utilities.

13. Safety and first aid procedures.

14. Security procedures.

15. Housekeeping procedures.

16. Discussion of list of Subcontractors, list of Products/Materials, Schedule of Values, Project Construction Schedule to follow, and Shop Drawing Submission Schedule.

17. Discussion of Ownership and Use of Construction Documents as Shop Drawings

(a) The Contractor shall not have the right nor use any of the Project Consultant’s drawings or Electronic Files as ‘Shop Drawings’.

(b) All Shop Drawings shall be drawn by the Contractor or Subcontractor independent of the Project Consultant’s actual drawings or Electronic Files.

(c) The Contractor or his subcontractor’s may use the information shown on the Architect/Engineer’s in their sole responsibility to provide Shop Drawings for the Project as noted in Section 00700-General Conditions and as called for in the Specifications.

18. Discussion of Construction Phasing.

19. Discussion of Existing Conditions.

20. Owner’s requirements and occupancy prior to completion.

21. Contractor’s Punch List.

22. Substantial Completion.

23. Schedule of Values.

24. Mobilization and Staging.

25. Project Meetings.

26. Testing and Inspections.

27. Mandatory BCI Inspections.

28. Shop Drawings and Submittals.

29. Clarifications.

30. Time Extensions.

31. Project Acceptance Procedures.

32. Retainage and Final Payment.

33. Liquidated Damages.

34. Quality Control.

O. Project Consultant will record minutes and distribute copies.

SITE MOBILIZATION MEETING

P. Project Consultant will schedule a meeting at the Project site prior to Contractor occupancy.

Q. Attendance Required:
1. Owner.

2. Project Consultant and Sub consultants.

3. Contractor.

4. Contractor’s Superintendent and other representatives.

5. Major Subcontractors and Subcontractors providing critical assemblies, components, systems or equipment.

6. Major Suppliers and suppliers supplying critical assemblies, components, systems or equipment.

7. Owner’s Test & Balance consultants.

8. Others as desired by the Owner, Contractor or Project Consultant.

R. Agenda:

1. Procedures and requirements for:

(a) Use of premises by Owner and Contractor.

(b) Owner's requirements and occupancy including limitations on work periods, Contractor access to Owner occupied spaces and other restrictions.  

(c) Review LEED for requirements and procedures including action plans, progress reports, and documentation submittals.

(d) Construction facilities and controls including location of temporary buildings, signage, fencing, barriers and barricades.

(e) Temporary utilities.

(f) Access to the site including traffic control, access roads, parking restrictions, environmental controls and security.

(g) Identification of benchmarks and datum, including survey and layout of the Work.

(h) Work in right-of-way areas and those areas outside the Owner’s property line.

(i) Separation of work areas, barriers and dust control.

(j) Relationship of neighboring properties including noise and dust abatement/control, pest control and other environmental measures. 

(k) Security and housekeeping procedures.

(l) Protection of existing property and facilities.

(m) Schedules.

(n) Procedures for testing.

(o) Procedures for maintaining Record Documents.

2. Other administrative requirements:  Continuation or follow-up of Preconstruction Meeting topics.

S. Project Consultant will record minutes and distribute copies.

PROGRESS MEETINGS

T. Schedule meetings throughout progress of the Work at maximum monthly intervals.

U. Make arrangements for meetings 

V. Attendance Required:  Contractor’s Superintendent, major subcontractors and suppliers, Owner, Project Consultant and others as appropriate to agenda topics for each meeting.

W. Location:  Contractor’s Site Office.

X. Meetings shall address the demands of the Project.

Y. Where schedule permits, the administration of the Project will occur at Project Meetings.  Contractor shall provide automatic tracking systems for all submittals, requests for information (RFI), requests for Change Orders (RCO), Change Proposal requests (CPR) and schedules, etc., for incorporation into minutes.  Each shall be reviewed at each Progress Meeting.  Contractor shall provide other documentation as required by Owner and Project Consultant.

Z. Contractor shall submit with each Requisition for Payment an updated Critical Path Method (CPM) Schedule to show actual progress as opposed to the original Project Schedule.  

AA. Suggested Agenda:

1. Review outstanding items from minutes of previous meetings.

2. Review Progress of Work since last meeting.

3. Review of Work progress.

4. Field observations, problems, and decisions.

5. Identification of problems, which impede planned progress.

6. Review of Construction Schedule, Schedule of Values and Applications for Payment.

7. Review proposed changes:

(a) Effect on Construction Schedule and on completion date.

(b) Effect on other Contracts or activities related to Project.

8. Review of submittals schedule and status of submittals.

9. Review of off-site fabrication and delivery schedules.

10. Maintenance of Construction Schedule.

11. Corrective measures to regain projected schedules.

12. Planned progress during succeeding work period.

13. Coordination of projected progress.

14. Review of Record Documents.

15. Maintenance of quality and work standards.

16. Status of Change Orders, Request for Proposal (RFP), and Request for Information (RFI).

17. Other business relating to Work.

AB. Project Consultant will record minutes and distribute copies.

PRE-INSTALLATION MEETING

AC. When required in individual specification sections, convene a preinstallation meeting at work site prior to commencing work of the section. Preinstallation Meeting shall not occur without approved Shop Drawings by the Contractor, and accepted by the Project Consultants of Record.

AD. Attendance:

1. Parties directly affecting, or affected by, work of the specific section.

2. Project Consultant.
3. Notify and request Owner representation.

AE. Notify Project Consultant and Owner 4 days in advance of meeting date.

AF. Prepare agenda and preside at meeting:

1. Review conditions of installation, preparation and installation procedures.

2. Review coordination with related work.

AG. Agenda:

1. Review the progress of other construction activities and preparations for the particular activity under consideration at each Preinstallation Meeting, including requirements for:

(a) Contract Documents.

(b) Options.

(c) Related Change Orders.

(d) Purchases

(e) Deliveries.

(f) Shop Drawings, Product Data and quality control Samples.

(g) Possible conflicts.

(h) Compatibility problems.

(i) Time schedules.

(j) Weather limitations.

(k) Manufacturer's recommendations.

(l) Compatibility of materials.

(m) Acceptability of substrates.

(n) Temporary facilities.

(o) Space and access limitations.

(p) Governing regulations.

(q) Safety.

(r) Inspection and testing requirements.

(s) Required performance results.

(t) Recording requirements.

(u) Protection.

AH. Project Consultant will record minutes and distribute copies.

REQUESTS FOR INFORMATION (RFI)

AI. The Contractor may submit Document 01310a-Contractor’s Request for Information, when the Contractor has questions or requires clarifications concerning aspects of the Work not reasonably inferable from the Contract Documents.  Submit RFI’s to Project Consultant.  Contractor shall:

1. Maintain a log of submitted RFI’s.

2. Limit submittal of RFI’s to questions or clarifications that are not reasonably inferable from the Contract Documents.

AJ. Upon receipt, the Project Consultant will:

1. Endeavor to respond to submitted RFI’s within a reasonable time frame and will attempt to limit the response time to 14 days or less.

2. Will return RFI’s that are obvious or otherwise easily inferable from the Contract Documents to the Contractor without a detailed response.

3. Will notify the Owner and Contractor of those RFI’s that require either an extended response time or the initiation of the contract modification process specified elsewhere in the Contract Documents.

4. Will issue Document 01250F-Project Consultant’s Supplementary Instructions as necessary and appropriate to implement changes resulting from RFI’s that do not affect Contract Sum or Contract Time.

5. Will, after coordination and approval by the Owner, issue Document 01250A-Proposal Request, when necessary and appropriate to implement changes resulting from RFI’s that affect the Contract Sum or Contract Time.

PART 2 PRODUCTS-Not Used

PART 3 EXECUTION-Not Used

END OF SECTION

The School Board of Broward County, Florida

Section 01310 (01 31 00)
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