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WAKE COUNTY CAPITAL IMPROVEMENT PROJECTS


CONSTRUCTION  PHASE


PROJECT CONTROL GUIDELINES
1. 
List of Subcontractors and Major Supplierstc \l1 "A. 
List of Subcontractors and Major Suppliers
Prime contractors must submit their list of proposed subcontractors and suppliers for review by the Owner, Architect and Architect’s consultants within five (5) days after his execution of the Construction Agreement.  The General Conditions state that failure of the Owner or Architect to reply within ten (10) days after the contractor has furnished all required information shall constitute notice of no objection.

2. Project Directorytc \l1 "Project Directory
The Architect shall prepare a master project directory.  Prime contractors are required to submit to the Architect a complete list of all approved subcontractors and material suppliers.  This list is to include the name of the company, the work being performed or material being furnished, company address, telephone number and contact person.  In addition, the name and telephone number of all key personnel to be assigned to the Project by all prime contractors, Architect, Architect’s consultants and Owner shall be listed.  Persons to be contacted in the event of an emergency (24 hours a day, seven days per week) shall be provided for at least one representative of each prime contractor.  This master project directory shall be distributed by the Architect within 30 days after the issuance of a Notice-to-Proceed with construction.

3. Site Utilization and Staging Plantc \l1 "Site Utilization and Staging Plan
At the Pre-construction Conference (see attached typical Agenda for Pre-construction Conference) all prime contractors, the Architect, Architect’s consultants and Owner will review the contractors’ proposed details for staging of the work on the site.  This will include construction activities, materials deliveries, long and short-term storage, site access, vehicular parking, construction office trailer locations and general use of the site.  After agreement on the Site Utilization and Staging Details the Architect shall mark up a mylar print of the site showing the designated staging areas and distribute copies of this plan to all parties.

4. Schedule of Valuestc \l1 "Schedule of Values
Within 14 days after execution of the construction agreement by the contractor, the contractor shall submit to the Architect a Schedule of Values.  The Schedule of Values shall indicate the value of the work including applicable overhead and profit for each section of the project specifications.  If the Architect needs additional information to complete evaluation of the proposed Schedule of Values he shall so request in writing to the contractor.  The contractor shall provide the requested documentation within seven days after receipt of the Architect’s written request.  The Schedule of Values is subject to approval by the Owner and once approved shall be the basis for which cost loading of the Contract Construction Schedule will be done.  This document will be checked closely by the Architect and his consultants to assure the cost figures provided represent the reasonable value of the work included in each section.  The Schedule of Values shall be submitted on AIA Form G703 Continuation Sheet.

5. Processing of Submittals, Shop Drawings, Product Data and Samplestc \l1 "Processing of Submittals, Shop Drawings, Product Data and Samples
Within 14 days after his execution of the construction agreement the contractor shall submit to the Architect a construction register listing all submittals he is required to make or proposes to make under the contract documents, the dates on which he proposes to make such submittals and the dates by which he can reasonably request a response from the Architect with respect to each submittal.  The Architect shall not be required to review any submittals from the contractor until a Construction Register acceptable to and approved by the Owner has been submitted by the contractor.  This is extremely critical, and the Architect and the Architect’s consultants must review the Construction Register closely to assure the dates indicated by the contractor are reasonable.  Once approved, the Architect will be required to complete his review and distribute submittals strictly in compliance with this register.  The Architect shall maintain the Construction Register, including noting dates submittals are received, action taken, dates returned to contractor and shall distribute copies of the updated Construction Register at each construction progress meeting.  At the Pre-construction Conference the Architect and the Architect’s consultants shall advise the contractor of the number of originals and copies of submittals needed to complete his review.  A complete set of approved submittals shall be maintained in the files of the Architect and his consultants at the Architect’s field office.  In addition, all contractors shall maintain a complete set of approved submittals for transmitting to the Owner at the completion of the project with his other close-out documents.  All approved samples, mockups, product literature and other items that will be used as the basis for comparing work performed or that materials are in compliance will be maintained in the Architect’s field office to facilitate comparison of the final product.  Adequate notice shall be given to the Owner and Architect of the need to review any proposed mockups or samples.

6. Application and Certificate for Paymenttc \l1 "Application and Certificate for Payment
Not later than the fifth day of each calendar month the contractor shall submit to the Architect a request for payment for work done during the previous calendar month.  The request for payment shall be in the form of AIA Document G702 1983 edition and shall show substantially the value of work done, including the value of material delivered to the project or stored by the contractor at another site subject to the conditions set forth in the General Conditions during the previous calendar month and shall sum up the financial status of the work.  Any requests for payment received by the Architect on or before the fifth of the calendar month shall be certified for payment or returned for re-submission to the contractor on or before the 15th of the calendar month.  The Architect’s certification shall be for the amount which was requested or that which he has decided was justly due and shall state in writing to the contractor and Owner his reason for withholding payment for any or all of the amount requested.  The Owner shall make payment on or before the last business day of the month, but payment shall not be past due until not paid within 15 days thereafter.  The Architect shall also verify that the contractors are maintaining one record copy marked “as-built” of all specifications, drawings, addendum, modifications and submittals at the project in good order and annotated at least monthly to show all changes made during the construction process.  Failure of the contractors to maintain such documentation shall be justification for not certifying the request for payment.

7. Contractors’ Daily Reportstc \l1 "Contractors= Daily Reports
Each prime contractor will be required to prepare a daily report for all work under their contract and submit daily reports on a weekly basis to the Architect and Owner.  A reading file of these daily reports will be maintained in the field office for review and future reference.

8. Field Reports by Architect, Architect’s Consultants and Ownertc \l1 "Field Reports by Architect, Architect=s Consultants and Owner
The Architect and the Architect’s consultants shall make such site visits to the project site as may be necessary to monitor the progress and inspect in detail the quality of the work and to determine if the work is proceeding in accordance with the contract documents.  These inspections visits shall be not less than once weekly (or as often as necessary to guard the Owner against defects and deficiencies in the work) and shall be documented by an Architect’s Field Report using the appropriate AIA Field Report Form.  Written field reports shall be distributed to the appropriate parties, including the Owner, within four working days of the visit.  Any field inspection reports prepared by the Owner will be forwarded to the Architect for taking appropriate action or notification of contractors.

9. Information on Deliveriestc \l1 "Information on Deliveries
During the first 60 days of the project, the prime contractors, Architect, Architect’s consultants and Owner will meet to review the delivery schedule for key items of equipment or materials to be incorporated into the project.  The purpose of this meeting will be to identify those items that are critical to the orderly and timely completion of the work and to assure they are appropriately addressed in the Contract Construction Schedule.  This meeting shall be attended by the Architect, Architect’s consultants, prime contractors and Owner.

10. Job Site Filestc \l1 "Job Site Files
A complete set of plans, specifications, addenda, approved submittals, contract construction schedule, contractors’ daily reports, Architect and Owner’s field reports and other pertinent documentation will be maintained in the Architect’s field office for use by the Owner and Architect when visiting the project site.  These documents will not be removed from the site until the project is complete.

11. Project Meetingstc \l1 "Project Meetings
It is anticipated that coordination and progress meetings will be held by the contractors on a weekly basis.  Every two weeks a regular construction progress meeting will be held on site and chaired by the Architect.  A standard construction progress meeting agenda will be prepared jointly by the Owner and Architect and used for conducting the regular bi-weekly progress meetings (see attached Typical Agenda).  The minutes of the meeting will be prepared and distributed by the Architect within four working days after the meeting date.  A Critical Action Listing shall be developed at each regular progress meeting on a form which identifies the critical item, requesting party, date requested, date item must be resolved and who is assigned responsibility for responding.

12. Photographstc \l1 "Photographs
It is a good practice to maintain a pictorial record of the progress on the project.  It is suggested that when representatives of the Architect, Architect’s consultants and the Owner make periodic visits to the site that photographs be taken and maintained for record purposes.  These photographs must be dated, brief description of information shown and photographer identified on back of photo.

13. Contract Construction Schedule Updatetc \l1 "Contract Construction Schedule Update (Refer to General Conditions of the Construction Contract for process of developing and approving the Contract Construction Schedule)

The Owner or the Owner’s scheduling consultant (if hired) may conduct the part of the regular progress meetings which deal with scheduling issues.  (The responsibility for updating and periodically revising the Contract Construction schedule must be closely coordinated with the bidding documents prior to bidding the project.)  The Contract Construction Schedule will be updated every two weeks to show progress made and identify potential problem areas.  An as-built schedule for use in the event of delay/acceleration claims will be maintained.  A network diagram or other approved schedule depicting the critical path of the project will be posted in the meeting room of the job site office trailer.  This schedule will be marked up to reflect actual progress at the regular progress meetings and shall enable all parties to readily see current status of construction.  It should be noted that the Contract Construction schedule cannot be changed without the written approval of all prime contractors and the Owner.

14. Test Reportstc \l1 "Test Reports
The Owner shall hire (or include in the Architect’s Agreement) a qualified third party testing agency to perform testing identified in the Contract Documents as the responsibility of the Owner or as requested by the Architect or the Architect’s consultants to verify compliance with the contract documents.  The testing agency shall promptly distribute records of tests to all parties.  On critical tests for which the results are determined on-site, the testing agency may give verbal results to the appropriate persons on-site and immediately follow-up with written test reports.  The contractor will be required to give at least 24 hours notice to the testing agency in advance of any test specified to be performed.

15. Safety Programtc \l1 "Safety Program
The contractors shall provide all necessary safety measures for the protection of all persons on the site and shall comply at all times with the requirements of the AGC Accident Prevention Manual in Construction, as amended, and all federal, state or other laws or regulations or building code requirements so as to prevent accident or injury to persons on or about the site.  Each contractor shall designate a safety officer who is responsible for the safety of their work on the project.  At the Pre-construction Conference the contractor shall be required to briefly describe their method for assuring safety on this project.  This should include weekly safety meetings with people working on the project.

16. Requests for Informationtc \l1 "Requests for Information
To obtain specific information about, or clarification of, the Contract Documents all contractors will be required to complete a Request for Information (RFI) form and submit to the Architect.  Each RFI will be given a consecutive number by contract (i.e., RFI GC-1, RFI GC-2, RFI GC-3).  The Architect will maintain a log of all RFI’s received and maintain a record as to the disposition of each RFI received.  If the information requested impacts cost or time, the Architect will initiate a Request for Proposal and distribute to the contractor(s) for response.

17. Claims and Disputestc \l1 "Claims and Disputes (to be discussed prior to issuing bidding documents; decision required on whether to include Arbitration as the method of resolving claims/disputes)

The General Conditions state that all claims, disputes or controversies arising out of or relating to the project or to the Contract Documents for the project or work there under and between or among the Owner, the contractor, other contractors participating in the work, the sureties, the insurers, subcontractors or other parties to the agreement shall be initially decided by arbitration in accordance with the Procedures for Non-Binding Arbitration@ which are a part of the Contract Documents.  There are some critical steps that must be followed prior to reaching the point at which arbitration would be appropriate.  It is imperative that the Architect, Architect’s consultants and Owner be aware that any claim for an adjustment in the contract price must be in writing and written notice of any event, action or non-action which may become the basis of a claim must be delivered to the Owner and the Architect within three (3) days of the occurrence or the beginning of the occurrence of any such event, action or non-action giving rise to the claim.  A claim shall be made in writing and shall contain the supporting documents with sufficient detail information to evaluate the claim as strictly as described in the General Conditions.  The Architect shall make a prompt and thorough evaluation of any claim properly submitted and deliver written recommendations to the Owner within seven (7) days of receipt of the claim from the contractor.  The Owner shall advise the contractor of its decision with respect to a claim which has been properly submitted within fourteen (14) days of its receipt of the claim or of the receipt of additional documentation or information which has been previously requested.

18. Requests for Proposalstc \l1 "Requests for Proposals
All Requests for Proposals (RFP) will be initiated by the Architect and shall be prepared on AIA form G709.  In addition, the Architect shall maintain a Request for Proposal Log identifying those RFP’s which have been issued to each prime contractor.  Each RFP will be given a consecutive number, such as RFP-GC-1, RFP-GC-2 or RFP-P-1, RFP-P-2.  All parties will be required to respond to and evaluate documents associated with Request for Proposals promptly to prevent delaying the progress of the work.  The General Conditions require that specific information be provided by contractors as supporting documents for all RFP’s.  This information shall be thoroughly reviewed and evaluated by the Architect or the Architect’s consultants and then a written evaluation and recommendation shall be provided to the Owner.

19. Field Orders/Supplemental Instructionstc \l1 "Field Orders/Supplemental Instructions
A Field Order is a written order issued by the Architect which clarifies or interprets the Contract Documents or orders minor changes in the work in accordance with the Contract Documents.  These minor changes or alterations do not involve changes in the contract price or in the contract time.  These minor changes or alterations do not involve changes in the contract price or in the contract time.  Field Orders shall be issued on AIA form G710.  They must be issued promptly to prevent delaying the progress of the work.

20. Change Orders/Construction Change Directivestc \l1 "Change Orders/Construction Change Directives
A Change Order is a written order to the contractor signed by the Owner and the Architect authorizing an addition, deletion or revision in the work or an adjustment in the contract price of the contract time issued after execution of the Construction Agreement.  Change Orders will be issued on one of two forms, either AIA form G701 - Change Order of Construction Change Directive - AIA form G713.  The Construction Change Directive will be used to issue prompt written direction to the contractor to proceed with the changed work if the schedule does not permit the processing of the AIA Change Order form.  Periodically all Construction Change Directive forms issued will be compiled into a Change Order form (AIA G701).  Construction Change Directives will be numbered as follows:   CCD GC-1, CCD GC-2, etc.  Change Order forms will be numbered as follows:   CO-GC-1, CO-GC-2.  A cover letter will be required of the Architect describing each item included in the AIA Change Order form explaining the reason the change is necessary and acknowledging that the cost and quantity data provided by the contractor has been determined to be reasonable as well as requests for extension of contract time.   A draft of all change orders will be presented to the Owner for review by the Architect prior to distribution to the contractor.  After review of the draft document by the Owner, the Architect shall process the Change Order and return to the Owner for the final signature.  It should be noted that a Change Order must be signed by only the Architect and Owner.  It is preferable that the contractor signs the Change Order, but this is not a contract requirement.

21. Project Close-out Documentstc \l1 "Project Close-out Documents
Prior to final payment numerous closing papers will be required to be submitted by the contractors to the Architect and then to the Owner.  These are typically covered in Section 01700 Project Close-out of the Project Manual.  It is expected that procedures outlined and submittal requirements stipulated will be followed closely by all contractors and the Architect in closing out the project.  Many of these closing papers are required prior to the Architect certifying Substantial Completion.  At an appropriate time near the completion of the project, a team meeting will be held between contractors, Architect, the Architect’s consultants and the Owner to review all project close-out requirements and develop a detailed schedule for bringing the project to an orderly completion and working out the logistics for beneficial occupancy to be taken by the Owner.
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