
COMPTON COMMUNITY COLLEGE DISTRICT
Construction Procedures Manual

II. PROJECT PROCEDURES

A.
COMMUNICATIONS
1.
In carrying out the terms of the Contract, the Owner and the Architects/Engineer will interact with the Contractors through the Construction Manager.

2.
All correspondence, shop drawings, submittals, RFIs etc. are to be processed and submitted through the Construction Manager.

3.
All correspondence, shop drawings, submittals, RFIs etc. shall reference the Project by name and Contract number.

4.
The Construction Manager is the point of contact for all Project communications.

B. 
MEETINGS

1.
Pre-Construction Meeting - (Section 01310)*

After award of the Contract, the Construction Manager will schedule a "Pre-Construction Meeting" to be held at a time and location designated by the Construction Manager.  An authorized representative of Contractor MUST attend the "Pre-Construction" meeting.  Minutes of the meeting will be prepared and distributed by the Construction Manager

2.
Weekly Project Meeting - (Section 01310)*

a.
The Construction Manager will conduct a weekly Project meeting in the on site office.

b.
Contractor with crews on site and upcoming work must attend weekly meetings.

c.
Persons required to attend the weekly Project meetings include Contractor's supervisory personnel, subcontractor personnel, (as appropriate), the Construction Manager, A/E, and others as requested by the Construction Manager.  The Owner or User personnel may attend at any time.

d.
The Contractor(s) shall bring any documentation as may be required in order to accomplish a joint review and status of the Project activities.

e.
Contractor(s) shall prepare a two week "look ahead" schedule for review at each meeting. The schedule shall be prepared in accordance with the scheduling section of this manual and will be reviewed with the contract schedule at each weekly meeting. 



3.
Special Project Meetings

The Construction Manager may call a Special Project Meeting at any time during the course of the Project.  Special Project Meetings, if deemed necessary, shall include representatives of the Contractor(s) and subcontractors as requested in order to provide an adequate line of communication to discuss problems and/or solutions that are common to the Project.

C.
SITE RULES  

1.
All Moreno Valley Unified School District's Campuses are Non-Smoking and Drug Free.

2.
All Moreno Valley Unified School District's Campuses are alcohol free.

3.
All personnel are required to wear appropriate protective clothing, work shoes, and safety equipment at all times.

4.
All personnel shall restrict their behavior, their language and their demeanor so as to avoid harassment to students and faculty.

5.
Violations of Site Rules may result in permanent banning from the Project. 

D.
PROJECT DOCUMENTS   All Construction Manager Document Control will be administered utilizing Prolog 9.1 (or later) software.




1.
SUBMITTALS - (Specification Section 01300) *
a.
Contractor shall submit all shop drawings, samples and product data through the Construction Manager within the time requirements set forth in the General Conditions.

b.
Every Submittal shall be made to the Construction Manager at the Project site, using the enclosed submittal form.  A separate form must be filled out for each submittal.  At a minimum, every submittal shall contain the following information and any other information required by the General Conditions:




1.
Project Name

2.
Contractors Name & Address

3.
DSA Application Number          and File Number ________ for each school.

4.
Submittal Number according to the Submittal Registry.

5.
Submittal Date

6.
Specification and/or Drawing Reference.

7.
Contractor Name and Address


8.
Index of Items Submitted

9.
Number of Copies.


Each submittal must be complete in all forms to allow review without further contact with the Contractor.

c.
CONTRACTOR WILL STAMP AND SIGN SUBMITTALS, SHOP DRAWINGS, ETC. THAT HE HAS REVIEWED THE ITEMS SUBMITTED, AND CERTIFIES THE ITEMS ARE IN ACCORDANCE WITH THE CONTRACT DOCUMENTS, AND THAT EACH HAS BEEN CHECKED FOR DIMENSIONS AND RELATIONSHIPS WITH WORK OF ALL OTHER CONTRACTORS AND TRADES INVOLVED.
d.
Upon receipt, the Construction Manager will log each submittal.  The Construction Manager may reject any submittal if it is, in his or her judgment, incomplete or inadequate.  In such case, one copy of the rejected submittal will be retained by the Construction Manager with remaining copies returned to the Contractor with the reason for rejection cited.

e.
All Submittals shall be numbered by the Contractor as follows:


Start with Contract number for your Submittal, followed by the complete specification section number of the item submitted.  For example, assuming Reinforcing Steel is required by Specification Section 03300.3.2.  The Submittal number for this example is:  0002-03300-2-B.  In the event there is a revision required to a submittal, the re-submittal uses the same number as the original, appended with "Rev. 1".  The Submittal example then would read:  0002-03300-2-B - Rev. 1. 

f.
Upon completion of the preliminary review, the Construction Manager will transmit acceptable submittals to the A/E for review and comment. 

E.
A/E REVIEW COMMENTS

1.
The A/E will review all submittals and, where appropriate, make written commentary.  The A/E's comments will be similar to the following:

a. 
"NO EXCEPTIONS TAKEN" - the Contractor may proceed with work covered by the submittal.

b.
"MAKE CORRECTIONS NOTED" - The Contractor may proceed with the work, provided the Contractor proceeds in accordance with the notes and comments on the submittal.

c.
"REVISE and RESUBMIT" - the Contractor shall NOT begin any work covered by the submittal until a revision or correction to the submittal has been re-submitted, reviewed and returned to the  Contractor.

d.
"REJECTED" - the Contractor shall not begin any work covered by the submittal until a new submittal has been prepared, submitted and reviewed.

F.
SUBMITTAL & SHOP DRAWING QUANTITIES

1.
Submittals, Shop Drawings and Product Data shall be submitted in the following minimum quantities:

a.
SAMPLES:


Three or more samples.

b.
SHOP DRAWINGS:
One (1) reproducible and seven (7) copies.

c.
PRODUCT DATA:

Seven (7) copies.

G.
DISTRIBUTION OF REVIEWED SUBMITTALS


1.
SHOP DRAWINGS - Seven Sets




One (1) reproducible and One (1) copy to Contractor



One (1) copy retained by Architect



One (1) copy retained by the Consultant/Engineer



One (1) copy retained by the DSA Inspector



Two (2) copies to the Construction Manager



One (1) copy to the District


2. 
PRODUCT DATA - Seven Sets



Three (3) sets to Contractor



One (1) copy retained by Architect 



One (1) copy retained by the Consultant/Engineer



One (1) copy retained by the DSA Inspector



One (1) copy to the Construction Manager

If Contractor requires additional reviewed copies of shop drawings or product data, he shall print copies from the reproducible at Contractor's expense.

Fabrication or other work performed in advance of receipt of reviewed drawings, samples or test certifications will be entirely at the Contractor's risk.

H.  
REQUEST FOR INFORMATION (RFI)

Should the Contractor(s) require clarification or additional information of the plans or specifications, he will direct the request to the Construction Manager on the RFI form as provided by the Construction Manager.  Sample forms are in the appendix.

Each RFI will be numbered sequentially by each Contract Number, Contractor, beginning with Contract Number for RFI, and then a sequential number.  For example: Contract Number 05 Contractor's RFI would be numbered "05-0001". Contractor shall be responsible for maintaining his own "log".  The Construction Manager will maintain the Construction Manager's RFI log, and each week, the Construction Manager RFI Log will be distributed & discussed at the weekly meeting. 

The RFI shall describe thoroughly, the problem or clarification being requested and a suggested solution.  The description provided should be adequate and complete to permit a written response without additional communication with the Contractor.  The Contractor shall attach related sketches, information or correspondence which may have been received from subcontractors or vendors on the subject.  Each attachment to the RFI shall have the RFI # marked plainly on the attachment pages are to be numbered "Page __of __."  In instances where the Contractor believes there may be a conflict between elements of the plans and specifications, he should identify the conflict and indicate the manner in which he interpreted the sections in preparing his bid.

No RFI will be accepted without proper reference to Plan Drawings, Shop Drawings and / or Specification Sections, and all areas completely filled out.

The contractor shall list potential solutions to expedite resolution by the Architect and Owner and the contractor shall insure that all line items in the RFI Form are completely filled out before submitting to the Construction Manager. 

The Construction Manager will review the RFI and will either:

1.
Return the RFI to the Contractor for additional information or response.

2.
Forward the RFI to the Architect of Record for response, copying the Project Inspector in accordance with the below timelines.

3.
Provide the response within twenty-four (24) hours and return to the      Contractor, with copies to the Architect of Record and Project Inspector.      RFI's answered by the CM are logged as official RFI's and subject to all of the below conditions.

The timeline scenario for a routine RFI shall be as follows:

1.
CM will verify all RFI's for format and content prior to any disposition and may return to sender for edit, clarification and completeness.

2.
When a Contractor submits an RFI to the CM it must be reviewed within twenty-four (24) hours.  If the RFI is deemed legitimate by the CM and In the event that the CM is not able to adequately answer the RFI in the twenty-four (24) hour period it must be immediately transmitted to the Architect of Record.

3.
Once the Architect receives the RFI from the CM, he must respond or pass the RFI on to the proper consultant within three (3) days.  (In a Modernization project, the Architect must answer or pass the RFI on to a Consultant with in twenty-four (24) hours.)

4.
Consultants are given a maximum of seven (7) days to respond or show cause for delay.  (For a Modernization Project this period is shortened to three (3) days.)

5.
The appropriate recipient of the RFI will endeavor to provide the response as soon as possible within the above time constraints.

6.
When the Construction Manager receives a response back from the Architect, the answer should be reviewed and transmitted to the Contractor as soon as possible and within twenty-four (24) hours.  A sixty (60) minute turnaround is preferred.

7.
All RFI's properly executed, answered and reviewed must be posted on plans within twenty-four (24) hours of receipt by the CM.

8.
In the event an RFI goes unanswered for a period of thirty (30) days or longer it shall be subject to weekly habeas corpus hearings, in which the CM, Architect, Project Inspector, and appropriate Consultant shall attend.

RFI's requiring critical response timing shall be duly annotated as to the urgency of the response date.

If the RFI review indicates a change or revision is necessary to the Contract Documents, the A/E will prepare appropriate drawings and/or specifications required to define the change or revision.

If the Contractor believes the clarification or direction provided by the response to the RFI will impact the cost or schedule of the Project, he shall provide prompt notification thereof to the Construction Manager in accordance with the General Conditions. Upon notification thereof to the Construction Manager, the Contractor shall prepare a Proposed Change Order, if approved by the District thru the Construction Manager, which shall be processed as outlined in the Change Order Procedure of this manual.  In the event the Contractor fails to notify the Construction Manager, no consideration will be given to the Contractor for additional costs as outlined in the Change Order Procedure.

See also Project Coordination Section (01310, 1.06 Requests for Information) regarding frivolous Requests for Information.

I.
SCHEDULES

The Contractor shall furnish to the Construction Manager any required schedules that addresses the work in his Contract(s) in accordance with the General Conditions.  The schedules shall be in a format as approved by the Construction Manager, and as a minimum, shall include, without limitation, the following (see also General Conditions):

1.
Detail of activities required for their mobilization and start of construction.

2.
Activities of other Contractors which must be completed prior to starting various components of other work.

3.
A plan for completion of work in sufficient detail to allow observation and monitoring by the Construction Manager.  Any activity longer than five (5) working days shall be broken down into phases of five (5) working days or less in length.

4.
List activities which must be complete for succeeding contractors to start their work.

5.
Show submittals and shop drawing preparation and review time.

6.
Long lead procurement requirements.


7.
Include all necessary and required DSA Inspections in Schedule.

The Contractor shall prepare schedules in a Critical Path Method (CPM) format as required by the General Conditions. Contractor will review the logic and duration of activities affecting his work.  The Construction Manager will conduct a meeting with Contractor(s) to incorporate revisions and issue the approved construction schedule.

The schedule will become the basis for determining completion of the Project and will be reviewed at each weekly meeting.

Contractor will prepare and submit at each weekly meeting a Short Interval Schedule (SIS).  The SIS shall be a two (2) week Projection of activities currently in progress or to be started within the following two (2) week period (use form within this manual).  

The SIS will be reviewed against the base Contract Schedule each week to evaluate the progress of the work.  Contractor shall submit a recovery schedule in the event his work falls behind the approved construction schedule.

J.
INSPECTION & TESTING

Contractor shall be responsible for maintaining the necessary licenses required for the completion of the work.

The Owner will pay for State assessed plan check fees and inspection fees, unless otherwise indicated.

Contractor and Subcontractor will be responsible for obtaining and paying for any required City Business licenses.

The on-site DSA Inspector will make normal building and code compliance inspections. Contractor will be responsible for compliance with all requirements of applicable codes per the Contract Documents. Contractor shall inform the Construction Manager at least 2 working days prior to scheduling required inspections.  Use Inspection Request Form supplied in the appendix of this manual and also complete and submit the required DSA Form 156.

Inspection, testing, and sampling will be performed as specified in the General Conditions and the specific divisions of the Contract Documents.  The Owner, through the Construction Manager, will contract for performance of soil, concrete, steel, grout and mortar testing.  Review the Contract Documents for Contractor testing and sampling requirements.  In all cases where testing is being performed of samples being taken, the Construction Manager will be given notification pursuant to Contract Document requirements.  Contractor shall also timely request special inspections as required by DSA and complete and submit the required DSA verified report forms.

If inspection or testing discloses errors, omissions, inconsistencies, or deficiencies during construction activities, the Contractor will be immediately notified using the "Notice of Non-Conforming Work" form.  If corrective action is not apparent, the Construction Manager may request the Contractor to propose a corrective action plan.

Where utilities (electric, water, drainage, sewer, gas, etc.) must be disrupted by construction activity, each Contractor shall notify the Construction Manager in writing at least fourteen (14) calendar days prior to the disruption, to be reflected on the 2 Week Look Ahead Schedule.

All INSPECTION REQUESTS will be channeled through the Construction Manager to the DSA Inspector (IOR).  The Construction Manager shall log and monitor time, date and subject of all Inspection Requests utilizing an Inspection Log, and maintaining a binder additionally containing copies of above completed form, as well as copies of Inspection Request Response form executed by the IOR.  Photographs of area or items to be inspected will be taken and kept as part of the permanent daily record of the project.  Inspection log must indicate the title/number of the photos and their permanent file location.

K.
VERIFIED REPORTS are required.  

Each Contractor shall submit the required DSA Verified Reports to the Construction Manager at the end of construction or as otherwise required by DSA. 

Three (3) copies of the report with Blue ink wet signatures shall be submitted.  Retention may not be paid if Verified Reports are not received. The Construction Manager will transmit the completed Verified Reports to the Inspector for transmittal to DSA and the Architect.  Use DSA-6 form supplied in appendix or any updated form from DSA at the completion of the project.  The Contractor is also required to submit any other required DSA Verified Reports during construction of the project as required by DSA.

L.
SAFETY

Contractor shall have sole and complete responsibility for initiating, maintaining and supervising all safety precautions and programs in connection with this Project.  In no case shall the Owner, the Construction Manager, the Architect, the Inspector or their agents, employees or representatives, have either direct or indirect responsibility for the means, methods, techniques, sequences or procedures utilized by the Contractor, or for safety precautions and programs in connection with the work.
Contractor will provide the Construction Manager a copy of his updated safety program prior to commencing the work.

Contractor must submit a Safety Plan to the District via the Construction Manager within thirty five (35) calendar days of the issuance of the Notice to Proceed per the General Conditions (Specification 00700).  Contractor will conform to all OCIP Regulations where applicable.

M.
CHANGE ORDER PROCEDURE (Specification Section 00700 Article 7)

The Owner, through the Construction Manager, may from time to time direct the Contractor to make changes in the work within the general scope of the Contract.  All changes to the Contract will be implemented through written orders or directives prepared by the A/E and issued by the Construction Manager.

When the Construction Manager believes a change order to the construction documents is required that may involve a change in time or cost, he will request the A/E prepare a Bulletin and issue it to the Construction Manager.  The A/E will sequentially number and date each Bulletin.  The Construction Manager will attach a Potential Change Order (PCO) form to the Bulletin requesting the Contractor to submit a proposal.  The Proposal will fully describe the proposed change(s) to the Contract Documents, including sketches, new drawings, or revised specifications as required.  The Construction Manager will maintain a log of all PCOs issued.  The Construction Manager shall number each PCO.  Sample PCO forms and work sheet are in the appendix.

Should the Contractor believe that conditions have changed or he has been directed to do additional work requiring a change in time or cost, he may request the Construction Manager to prepare a PCO delineating the changed condition along with the cost and/or time impact.  If the Contractor intends to make claim for a change in the contract time or cost, he must give the Construction Manager written notice per contract documents after the occurrence of the event giving rise to the claim, or lose his rights to the cost recovery of the extra work arising from the claim.

Upon return of the PCO the Construction Manager will evaluate the Contractor's quotation for the work, using an estimate of time and cost impact prepared by the A/E or the Construction Manager.  If the quotation is acceptable to the Construction Manager, the proposal will be forwarded to the Owner and the A/E.  If the quotation is judged by the Construction Manager to be not acceptable, he will begin negotiations with the Contractor to come to an agreement as to the time and cost impact.

The Construction Manager reserves the sole right to notify the Contractor when there will be no further negotiations, and when an impasse exists between the Contractor and the Construction Manager and the work is declared to be in dispute.

The Owner and the Architect may issue through the Construction Manager a PCO which directs the Contractor to proceed with a change which will be included on a subsequent Change Order.  The routing procedure will be the same as a change order.  If the PCO directs work to proceed prior to agreement on a lump sum quotation, the Contractor shall prepare an Extra Work Report each day for signature by the Construction Manager and/or the Inspector. Extra Work tickets not signed daily will not be paid for.
The DSA and Architect must approve all Change Orders.  The Construction Manager will review each Proposed Change Order with the A/E to determine the appropriate DSA approval process and whether the Change Order is a Category A (DSA Form 140) or Category B (DSA Form 141) Construction Change Document.  The Contractor must comply with all DSA requirements for Change Orders and Construction Change Documents.

N.
APPLICATION FOR PAYMENT  

Application for Payment shall be made by the Contractor on a monthly basis for work completed on or before the 25th of each month.

All Applications for Payment shall contain the approved detailed Schedule of Values submitted by the Contractor at the time of award.  Applications shall be submitted on forms provided in the appendix.  No other form will be accepted.

No later than the 25th of each month, Contractor shall submit a "Preliminary Pay Request" (pencil copy) to the Construction Manager for review. Only the Schedule of Values need be submitted. The "Preliminary Pay Request" shall include a detailed Schedule of Values showing percentages of work complete or scheduled to be complete through the end of the month.  The Construction Manager, the A/E and Inspector will review and evaluate the "Preliminary Pay Request".   Upon agreement of the amounts due the Contractor, the Contractor will prepare the Application for Payment, and submit seven (7) original copies (wet signature) of the Application to the Construction Manager, last working day of the month, for signatures by the Architect and the Inspector.  After signatures are obtained, the Construction Manager will submit the Applications to the District for payment.  The District will process the Application.  

Payment for materials delivered to the Project site but not yet incorporated in the work may be made, at the discretion of the Owner.  Such materials must be stored at the Project site, properly stacked, crated, boxed, and, if necessary, covered and protected from weather.  Documentation of cost shall be provided with the payment request for materials.  No payment will be considered without the required documentation.  See additional requirements in the General Conditions.

Change Orders, if applicable, shall not be billed until approval of school board is received.

EVERY pay application must be accompanied by a CONDITIONAL Lien Release for the current application, and an UNCONDITIONAL Lien Release for the prior application.  All Applications and Releases are to be NOTARIZED, and signatures are to be in BLUE ink.

O.
PAY ESTIMATE CHECK OFF PROCEDURE (INTERNAL)

1.  
Verify all Schedule of Values shown on second page agrees with Schedule of Values submitted by Contractor at start of Project.

2.
Check all upper details, both pages, are correctly filled in, i.e. Contractor Name and Address, complete Project Name, Architect Name, pay period dates, and that contract date is shown.  (Date of Contract Agreement.)

3.
Verify all previous information is correctly transferred from last prior estimate.  Verify all math calculations are correct on page two and the correct numbers are transferred to page one. Verify all math on estimate page #1.

4.
Verify all approved Change Orders have been included in the estimate.

5.
Verify Contractor signatures and notary signatures and stamp are on page #1.

6.
Verify there is a Conditional Lien Release for the current payment request.  If there has been a previous pay request, then verify there is also an Unconditional Lien Release for the previous estimate.  These releases must be filled out and signed by the Contractor.  The District will not pay if the releases are not in order.

7.
Verify Preliminary Notice information against amounts billed and Request Lien Releases as necessary.

8. 
Once all of the above is correct, then transfer the complete original to the Construction Manager for signatures by the Architect and the IOR.  The Architect should be available for signatures, within a reasonable time.

9. 
After all signatures are obtained, CM signs as approved for payment, then copy for PCM3 file, attach a Letter of Transmittal and have Construction Manager take to district with spread sheet showing all estimates to date for signature by District and distribution to Accounting Department.

P.
POSTING OF PROJECT DOCUMENTS (PLANS AND SPECIFICATIONS)

1.
All Construction Managers will maintain an up-to-the-day posted set of     plans and Specifications for each project at all times.  This is essential to the continuity of the project during construction and for archiving purposes.  This "Posted Set" shall not leave the Construction Trailer for any reason, and must be kept in a secure location and scrupulously maintained and preserved at all times.

2.
Posting must be done within (24) twenty-four hours of the receipt of a completed, signed, change to the Contract Documents.

3.
Items that must be posted:

a.
All addendums to the bid set

b.
All Requests for Information (RFI) 

c.
All Instructional Bulletins (IB)

4.
For consistency the following color scheme for posting shall be followed throughout the District:

a.
All pre-bid addendums to the bid set shall be posted on YELLOW paper.  

b.
All RFI's will be posted using 50% reduction and PINK paper.

c.
All Instructional Bulletins will be posted using 50% reduction and GREEN paper.

5.
All postings should be sufficiently clear and concise enough to indicate a definitive change to the bid documents.  Postings that implement changes on more than one plan sheet or specification page must be posted in the multiple locations or a reference to that posting must be made, sufficient to guide a user to a substantial and correct conclusion.

Note:
Use of 50% reduction is a vehicle for saving space.  All postings should be located on the plan sheet or in the Specification Section referred to in the posted document.  If frequency of posting is such that more room is needed it is permissible to insert blank sheets into the plans or blank pages into the Specifications.  Posting on the reverse of the preceding plan sheet is not advised due to the possibility of replacement sheets.

Q.
ITEM OF CHANGE (IOC) LOG TO BE KEPT AND MAINTAINED BY CONSTRUCTION MANAGER.

1.
All changes to the Contract Documents are to be logged under separate cover in an Items of Change (IOC) Log and maintained on a continual updated basis.

2.
Items in the IOC Log must correspond to items included in the Schedule of Values and be valuated based on given costs or good faith estimates.

3.
The IOC Log matrix should include, but be not limited to: Item Number; Date; Description; Budget Revision; checklist for necessary Approvals; and indication of Inclusion in a Change Order.

END OF SECTION
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* References are to Specification Sections; refer to section for more detailed requirements.
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