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SECTION 01310 - PROJECT MANAGEMENT AND COORDINATION
PART 1 -  GENERAL

1.1 RELATED DOCUMENTS.

A. Drawings and general provisions of the Contract, including General and Supplementary Conditions and other Division 1 Specification Sections, apply to this Section.

1.2 SUMMARY

A. This Section includes administrative provisions for managing and coordinating construction operations including, but not limited to, the following:

Delete requirements below not included in the project.  Insert special requirements to suit the project.

1. General project coordination.

2. Utility service interruptions.

3. Coordination drawings.

4. Conservation.

5. Administrative and supervisory personnel.

6. Conferences and meetings.

7. Cleaning and protection.

B. Related Sections:  This specification section is related to any and all specification sections with explicit or implicit reference to project management and coordination.  Specific submittal requirements of these related specification sections are not included in this section.  Related sections include but are not limited to the following specification sections:

Edit the following list to include pertinent Division 1 sections included in the project.

1. Division 1 Section "Summary"

2. Division 1 Section "Work Restrictions"

3. Division 1 Section "Construction Progress Documentation"

4. Division 1 Section "Photographic Documentation"

5. Division 1 Section "Submittal Procedures"

6. Division 1 Section "Quality Requirements"

7. Division 1 Section "Construction Quality Control"

8. Division 1 Section "Temporary Facilities and Controls"

9. Division 1 Section "Use, Handling, Storage, Transporting, Accumulation and Disposal of NIH Controlled Material"

10. Division 1 Section "Temporary Traffic Controls"

11. Division 1 Section "Safety and Health"

12. Division 1 Section "Product Requirements"

13. Division 1 Section "Execution Requirements"

14. Division 1 Section "Cutting and Patching"

15. Division 1 Section "Selective Demolition"

16. Division 1 Section "Fire Precautions for Hot Work"

17. Division 1 Section "Closeout Procedures"

18. Division 1 Section "Project Record Documents"

19. Division 1 Section "Operation and Maintenance Documentation"

20. Division 1 Section "Demonstration and Training"

1.3 GENERAL PROJECT COORDINATION

A. Coordination of Trades:  Coordinate construction operations included in the various sections of the Specifications to provide an efficient and orderly installation of each part of the Work.  Coordinate construction operations included under different sections of the Specifications that depend on each other for proper installation, connection or operation.

1. Schedule construction operations in the sequence required to obtain the best results where the installation of one part of the work depends on installation of other components before or after that part.

2. Coordinate installation of different components to provide maximum accessibility for required maintenance, service, removal/installation of component parts, testing and repair.

3. Accommodate items scheduled for later installation.

Revise the following subparagraph to delete and/or add components applicable to the project.

4. Provide for coordinated incorporation of Contractor's accepted Value Engineering proposals and Change Orders.

5. Locate pipes, conduits, ducts, equipment, and their related supports so that they do not interfere with the intended use of lifting devices for adjacent equipment and components.

B. Notification: Where required by this section and others, prepare and distribute memoranda to each party performing work at the project site, outlining special procedures required for coordination, including required notices, reports, attendance at meetings and meeting minutes as part of the memoranda.

C. Administrative Procedures:  Coordinate scheduling and timing of administrative procedures with other construction activities to avoid conflicts and promote orderly progress of the work.  Administrative procedures include but are not limited to the following:

Insert other administrative activities to suit Project.

1. Preparation of schedules.

2. Installation and removal of temporary facilities and controls.

3. Delivery and processing of submittals.

4. Progress meetings.

5. Preinstallation conferences

6. Project closeout activities.

Include the following paragraph and sub paragraphs if utility interruptions are anticipated as part of this project.

D. Utility Service Interruption Plan.

1. Contractor shall submit a Utility Service Interruption Plan for the project.  Plan shall include proposed dates and times of each scheduled interruption based on the construction schedule, with estimated period of outage, list of existing equipment that will be affected by the interruption, proposed sequence of equipment shut-down and start-up, and responsible personnel.  The plan should incorporate the following guidance:

a. Frequency and duration of interruption should be minimized.

b. Interruptions should be scheduled during times when the facility is unoccupied.

Add additional subparagraphs and edit as necessary to suit project.

2. Plan must be approved in writing by the Contracting Officer and the Project Officer.  If not approved, consult with the Project Officer, and revise and resubmit the plan until approved.

Edit the following paragraph based on project utility outage requirements. Coordinate with Project Officer for appropriate advance notification deadlines.  Coordinate with Similar language contained in Division 1 Sections "Work Restrictions" and "Temporary Facilities and Controls."

3. Requests for Utility Outages and Connections shall be made in writing to the Project Officer at least [15] <Insert number of calendar days if greater than 15> calendar days in advance of the date and time required. Each request shall state the system involved, area involved, approximate duration of outage, and the nature of work involved.

4. Utility outages and connections required during the performance of the work that affect existing systems and are deemed by the Project Officer to jeopardize normal NIH operations shall be made during other than normal duty hours.

5. Coordination and notification to NIH tenants and activities will be accomplished by the Contracting Officer following notification by the contractor.

6. Prior to each interruption, the Contractor will confirm with the Contracting Officer that any necessary NIH personnel are prepared to execute the shut-down and start-up of affected existing equipment,

Due to the nature and complexity of NIH facilities, the following article is typically required for all medium to large projects on the NIH campus.  Coordinate requirements for coordination drawings with the Project Officer.

Delete paragraph and subparagraphs if Coordination Drawings are not required and delete the corresponding entry in the "SUBMITTALS" article of this section.  Coordinate with the Project Officer before deleting this requirement.

1.4 COORDINATION DRAWINGS

A. Prepare coordination drawings when specified, where careful coordination is needed for installation of products and materials fabricated by separate entities, or where limited space availability necessitates maximum utilization of the space for efficient installation of different components.

1. Show the relationship of components shown on separate shop drawings.

2. Indicate required installation sequences.

3. Provide vertical and horizontal dimensions necessary to locate each component and avoid conflicts within the space.

4. Comply with shop drawing requirements for sheet size and submittal methods specified in Division 1 Section "Submittal Procedures."

5. Refer to Division 2-16 technical specification sections for specific Coordination Drawing requirements.

Usually retain one or both of the following paragraphs.  Revise to suit project.

B. Refer to Division 15 Section "Basic Mechanical Requirements" and Division 16 Section "Basic Electrical Requirements" and coordinate coordination drawing requirements for specific mechanical and electrical installations.

C. Provide coordination drawings for equipment and system installations in mechanical and electrical rooms and spaces where two or more entities will provide the work and separate shop drawings are insufficient to show coordination.

Add additional paragraphs to describe other coordination drawings required for the project.  Typically the specific requirements for coordination drawings are contained in the Division 2-16 technical specification sections.  Use this location to add paragraphs that relate coordination drawing requirements across Division 2-16 specification section boundaries.

1.5 CONSERVATION

A. Consider conservation of energy, water and materials in the conduct of construction operation.  Salvage materials and equipment involved in the performance of, but not incorporated into, the work.

Include the following paragraph for larger projects where the expense of preparing, implementing, and monitoring an energy conservation program is justified.  Design A&E should be prepared to quantify the cost of the proposed energy conservation program against a projected benefit in savings using current local utility rates.  Coordinate with the Project Officer for analysis requirements.

Delete paragraph and subparagraphs if the Energy Conservation Plan is not required and delete the corresponding entry in the "SUBMITTALS" article of this section.  Coordinate with the Project Officer before deleting this requirement.  Edit to suit project.

B. Energy Conservation Plan:

1. Develop a program to minimize use of energy.  Program shall minimally include the following written information (Energy Conservation Plan):

a. Designation of an energy conservation officer as a [part time][full time] position.

b. Identification of energy conservation measures to reduce energy usage.

c. Establishment of energy usage goals for the project.

d. Means for enforcing energy conservation measures.

2. Contractor's energy conservation officer shall provide on-site instruction of workers in the methods to conserve energy, and shall manage the energy conservation program for the duration of the Contract.

Retain the following subparagraphs for larger projects that warrant a high level of energy monitoring.

a. Contractor shall initiate the plan by issuing notices to the parties of the project, installation of meters or other instruments to record usage where required, and other measures to encourage energy conservation.

b. The energy conservation officer shall report monthly, in writing, the measures taken to effect energy conservation, records or estimates of usage and savings, and other points of interest.  Copies of each report shall be distributed to each significant party of the project, including the Contracting Officer.

c. Post copies of the plan in conspicuous locations so that all personnel employed on the Project may be made aware of the need to conserve energy at all times.

NIH strongly recommends that recycling be considered whenever feasible on a Project. Retain the following two paragraphs with their subparagraphs if recycling will be incorporated into the project.  Revise as necessary to suit project.  Design A&E should be prepared to quantify the cost of the proposed recycling program against a projected benefit in savings or cost avoidance.  Coordinate with the Project Officer for analysis requirements.

Delete paragraph and subparagraphs if the Waste Management Plan is not required and delete the corresponding entry in the "SUBMITTALS" article of this section.  Coordinate with the Project Officer before deleting this requirement.

C. Recycled Waste Management Plan:

1. Establish and document a program to maximize recycling of waste materials.  Program shall minimally include the following written information:

a. Designation of a waste management coordinator.  Based on the workload required this may be a part-time function.

b. Identification of recyclable materials.

c. Identification of available local recycling firms and agencies to receive recyclable materials.

d. Establishment of quantity goals for collection of each recyclable material.

e. Designation of one or more locations on the project site for collection, sorting and temporary storage of recyclable materials.

f. Means and schedule for transporting and delivery of recyclable materials to recycling firms and agencies.

2. Contractor's waste management coordinator shall provide on-site instruction of workers in the identification, separation and handling of recyclable materials, and shall manage the process for the duration of the Contract.

a. Contractor shall lay out and define specific areas to facilitate separation of materials for recycling, and shall maintain collection bins clearly marked to avoid contamination of the recyclable materials.

b. The waste management coordinator shall report monthly, in writing, the quantity of each recyclable material collected during the previous month and cumulatively to date, compared to the quantity goal, and other points of interest.  Copies of each report shall be distributed to each significant party of the project, including the Contracting Officer.

Coordinate the following paragraph with the detailed requirements for the Hazardous Materials/Waste Management Plan included in Division 1 Section "Use, Handling, Storage, Transporting, Accumulation and Disposal of NIH Controlled Material" and Division 1 Section "Safety and Health."

D. Hazardous Materials Waste Management Plan

1. Contractor shall establish and submit for approval a Hazardous Materials Waste Management Plan within 14 calendar days of the Notice to Proceed or at least 14 calendar days prior to introducing hazardous materials on the site.

2. The Hazardous Materials Waste Management Plan shall be included (in draft form if approved copy is not available) with the submission of the Contractor's Safety and Health Program.

3. Requirements for the Hazardous Material Waste Management Plan are located in Division 1 Section "Use, Handling, Storage, Transporting, Accumulation and Disposal of NIH Controlled Material."

Include the following paragraph when the project includes work in occupied NIH buildings.

E. Heating and Cooling Plan

1. Contractor shall submit a Heating and Cooling Plan for the project when the work will impact the conditioned spaces of existing NIH facilities.  Plan shall include written description of how the contractor intends to maintain the interior temperature between 65 degrees F and 80 degrees F or at other environmental conditions specified in the project documents.  Include in the plan the heating and cooling of temporary facilities which enclose existing NIH spaces.

Coordinate the following paragraph with similar language contained in Division 1 Section "Temporary Facilities and Controls" and in appropriate Division 2 sections.

F. Storm Water Management Plan

1. The contractor shall submit a Storm Water Management Plan (SWMP) to the State of Maryland meeting the requirements of the State of Maryland.  Copies of the State approved SWMP shall be provided to the Project Officer for information.

1.6 SUBMITTALS

Coordinate submission requirements for all project management and coordination related plans.  Determine the magnitude of the total submission requirements and adjust delivery dates to minimize the administrative burden on the contractor.  Only require the documentation necessary for the project.

The designer may not want to list all pertinent plans in this section.  Plans are included in the type specification to assist in coordination of delivery requirements by the designer. Once coordinated, paragraphs below can be deleted if requirements are stated elsewhere in the specification and a subparagraph added at the end of this article indicating additional plan submission requirements are included in related Division 1 Sections.

Coordinate submittal timeframes for the Utility Service Interruption Plan with submittal timeframes for the construction schedule.  Utility Service Interruption plan is to be based on the projected dates in the schedule and therefore at least the preliminary construction schedule must be required to be submitted in a timeframe such that consistent schedule data will be available for the Utility Service Interruption Plan.  If the project does not involve utility service interruptions, delete this paragraph.  Coordinate with language contained in Division 1 Section "Work Restrictions" and "Temporary Facilities and Controls" regarding utility outages.

A. Utility Service Interruption Plans.

1. Develop and submit a Utility Service Interruption Plan to the Contracting Officer for approval within 14 calendar days after the Notice to Proceed and at least 15 <Or insert number of days prior to outage for a utility outage request if different from 15> calendar days in advance of the first requested interruption to coincide with the request for utility outage.

2. Update the plan and re-submit when conditions change at least 15 <Or insert number of days prior to outage for a utility outage request if different from 15> days in advance of the first requested change to a utility interruption.

3. Include a copy as an appendix to the Quality Control Plan.

Coordinate the following paragraph with the "COORDINATION DRAWINGS" article in this section.  Designer must identify Coordination Drawings as an action submittal (one requiring NIH approval) in the appropriate Division 2-16 technical specification section as described in Division 1 Section "Submittal Procedures."

B. Coordination Drawings:  Submit Coordination Drawings prepared as specified in this section.  Coordination drawings not identified in the contract documents as requiring NIH approval will be submitted as Informational Submittals.

Coordinate the following paragraphs with other articles in this section.  Delete paragraphs if plans described in this or other sections are not required.

C. Energy Conservation Plan

1. Develop and submit to the Contracting Officer for information within 14 calendar days after Notice to Proceed a program to minimize use of energy.

2. Update the plan and re-submit for information when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

D. Recycled Waste Management Plan.

1. Submit a copy of the program to the Contracting Officer for information within 14 calendar days after Notice to Proceed.

2. Update the plan and re-submit for information when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

E. Hazardous Waste/Waste Management Plan

1. Develop and submit to the Contracting Officer for approval within 14 calendar days after Notice to Proceed a Hazardous Waste/Waste Management Plan that conforms to the requirements contained in Division 1 Section "Use, Handling, Storage, Transporting, Accumulation and Disposal of NIH Controlled Materials."

2. Update the plan and re-submit for information when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

F. Heating and Cooling Plan.

1. Develop and submit to the Contracting Officer for approval within 14 calendar days after Notice to Proceed a Heating and Cooling Plan for occupied NIH spaces effected by the project work.

2. Update the plan and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

Coordinate the submission of the Integrated Pest Management Plan with the requirements contained in Division 1 Section "Temporary Facilities and Controls."

G. Integrated Pest Management Service Plan.

1. Develop and submit to the Contracting Officer for approval within 14 calendar days after Notice to Proceed a Integrated Pest Management Service Plan conforming to the requirements identified in Division 1 Section "Tempoary Facilities and Controls."

2. Update the plan and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

Coordinate the submission of the Severe Storm Plan with the requirements contained in Division 1 Section "Safety and Health."

H. Severe Storm Plan

1. Develop and submit to the Contracting Officer for approval within 14 calendar days after Notice to Proceed a Severe Storm Plan conforming to the requirements identified in Division 1 Section "Safety and Health."

2. Update the plan and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

Coordinate the submission of the Demolition Plan with the requirements contained in Division 1 Section "Selective Demolition" or similar requirements of any other demolition related sections.

I. Demolition Plan

1. Develop and submit to the Contracting Officer for review within 14 calendar days after Notice to Proceed and at least 14 calendar days prior to the planned commencement of demolition activities a Demolition Plan conforming to the requirements identified in Division 1 Section "Selective Demolition" or other demolition related sections.

2. Update program and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

J. Photographic Documentation Plan

1. Develop and submit to the Contracting Officer for review within 14 calendar days after Notice to Proceed a Photographic Documentation Plan conforming to the requirements identified in Division 1 Section "Photographic Documentation."

2. Update program and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

K. Quality Control Plan

1. Develop and submit to the Contracting Officer for approval within 30 calendar days after Notice to Proceed a Quality Control Plan conforming to the requirements identified in Division 1 Section "Construction Quality Control."

2. Update program and re-submit for approval when conditions change.

L. Safety and Health Program

1. Develop and submit to the Contracting Officer for review within 14 calendar days after Notice to Proceed the Contractor's Safety and Health Program as required by Division 1 Section "Safety and Health."

2. Update program and re-submit for approval when conditions change.

M. Cutting and Patching Plan

1. Develop and submit to the Contracting Officer for approval a cutting and patching plan for approval at least 21 calendar days in advance of the time cutting and patching will initially be performed as required by Division 1 Section "Cutting and Patching."

2. Update program and re-submit for approval when conditions change.

3. Include a copy as an appendix to the Quality Control Plan.

Retain the following paragraph if included in the referenced Division 1 section.  Coordinate the number of days in advance of the Substantial Completion inspection with that specified in the referenced section.  Coordinate with the QC plan requirements in Division 1 Section "Construction Quality Control."  Edit to suit project.

N. Project Closeout and Work Plan

1. Develop and submit to the Contracting Officer for approval a project closeout and work plan for approval at least <insert number> calendar days prior to the Substantial Completion Inspection [of the phase being occupied] as required by Division 1 Section "Closeout Procedures."

2. Update program and re-submit for approval when conditions change.

3. Coordinate contents of this plan with Division 1 Section "Construction Quality Control" and the contents of the Quality Control Plan.

Delete requirement below for small projects.  Edit time of submission as appropriate for the project.  Coordinate submission with similar requirements contained in Division 1 Section "Construction Quality Control."

O. Staff Names:  Within 14 calendar days of the start of site operations, submit a list of principal staff assignments, including superintendent and other personnel in attendance at Project site.  Identify individuals and their duties and responsibilities; list addresses and telephone numbers, including home and office telephone numbers.  Provide names, addresses, and telephone numbers of individuals assigned as standbys in the absence of individuals assigned to Project.

1. Post copies of list in Project meeting room, in temporary field office, and by each temporary telephone.

2. Provide updated lists when individuals assigned to positions change or positions are added to the contractor's staff team.

P. Meeting minutes:  The contractor shall provide meeting minutes from the following meeting as required by this section.  Additional meeting minutes requirements may be located in other sections.

Edit the following subparagraphs to reflect meetings for which the contractor is responsible for minutes.  Coordinate with requirements contained in Division 1 Section "Construction Quality Control."

1. Preconstruction Conference.

2. Preinstallation Conferences.

3. Progress meetings.

4. Coordination Meetings

1.7 ADMINISTRATIVE AND SUPERVISORY PERSONNEL

Coordinate submission requirements for all administrative and supervisory personnel.  Only require personnel necessary for the project.

The designer may not want to list all personnel requirements in this section.  Personnel requirements are included in the type specification to assist in coordination of the total requirement by the designer. Once coordinated, paragraphs below can be deleted if requirements are stated elsewhere in the specification and a subparagraph added at the end of this article indicating additional administrative and supervisory personnel requirements are included in related Division 1 Sections.

Delete this Article for General Construction Contracts unless project's complexity requires additional provisions.  Requirements contained in the General Conditions for project superintendents are sufficient for most projects.  Consult Project Officer before retaining this Article.

A. In addition to the Project Superintendent, the Contractor shall provide other administrative and supervisory personnel as required for proper performance of the work.

Retain the following paragraph with subparagraphs only for large complex projects where the superintendent cannot cover both superintendent and coordination requirements.  Be prepared to justify the incorporation of this requirement with quantitative analysis.  Coordinate with the Project Officer for analysis requirements.  Revise paragraph to suit project.  Consider the possibility of making this a full-time position for a portion of the project duration if not required for the entire project.

B. Project Coordinator:  Provide a full-time project coordinator, experienced in the administration and supervision of building construction, including mechanical and electrical work.  The project coordinator shall be authorized to act as the coordinator of construction activities, including but not limited to the following:

1. Scheduling and sequencing of work.

2. Sharing access to work spaces.

3. Installations.

4. Protection of work.

5. Cutting and patching.

6. Selections for compatibility.

7. Preparation of coordination of drawings.

8. Inspection and tests.

9. Temporary services and facilities.

10. Conduct Project Coordination Meetings

11. Commissioning

In addition to the paragraph above, retain the following paragraph with subparagraphs only for large complex projects with extensive mechanical and electrical requirements.  Revise to suit project.  Delete "shall be licensed to practice as a professional engineer in the location of the project, and" in the second sentence if this is not required. Be prepared to justify the incorporation of this requirement with quantitative analysis.  Revise paragraph to suit project.  Consider the possibility of making this a full-time position for a portion of the project duration if not required for the entire project.

C. Mechanical and Electrical Coordinator:  Provide a full-time mechanical and electrical coordinator, experienced in the coordination of mechanical and electrical construction of the types required for the project, and experienced in coordination of mechanical and electrical construction with other operations.  The mechanical and electrical coordinator [shall be licensed to practice as a professional engineer in the location of the project, and]shall be authorized to act as the coordinator for mechanical and electrical activities, including but not limited to the following:

1. Scheduling and sequencing of mechanical and electrical activities.

2. Sharing access to mechanical and electrical work spaces.

3. Integration of mechanical and electrical work into limited spaces available for mechanical and electrical installations.

4. Protection of mechanical and electrical work.

5. Cutting and patching for mechanical and electrical work.

6. Tolerances for mechanical and electrical work.

7. Preparation of mechanical and electrical coordination drawings.

8. Mechanical and electrical inspections and tests.

9. Utilization of mechanical and electrical temporary services and facilities.

Retain the following paragraphs if specific project conditions require.  Under OSHA, the contractor is legally required to provide safe working conditions.  Directing the addition of a Safety and Health Officer and/or an Environmental Safety Officer/Industrial Hygienist may exceed the requirements of the project.  Incorporating this requirement should be justified with an analysis that indicates that the expected level of safety and health compliance required by law necessitates the additional personnel.  Delete if not justified.  Duties of the two functions might be combined if meeting OSHA requirements.  Coordinate requirements with referenced sections.

D. Safety and Health Officer:  Provide a safety and health officer whose duties shall consist of developing and implementing safety and health programs specified in Division 1 Section "Safety and Health."

E. Environmental Safety Officer/Industrial Hygienist:  Provide the services of an Industrial Hygienist with duties as indicated in Division 1 Section "Use, Handling, Storage, Transporting, Accumulation and Disposal of NIH Controlled Material."

Retain the following paragraph if the provisions for an Energy Conservation Plan are retained in this section.  Consider the possibility of making this a full-time position for a portion of the project duration or a part-time position requirement if not required for the entire project.

F. Energy Conservation Officer:  Provide an energy conservation officer whose duties shall consist of developing and implementing a program for minimizing use of energy on the site.

Retain the following paragraph if the provisions for a Waste Management Plan are retained in this section.  Consider the possibility of making this a full-time position for a portion of the project duration, a part-time position requirement if not required for the entire project, or a collateral responsibility of another position.

G. Waste Management Coordinator:  Provide a waste management coordinator whose duties shall consist of developing and implementing a program for maximizing recycling of waste.

Coordinate the following paragraphs with sections noted.

H. Integrated Pest Management Quality Control Supervisor:  Provide an Integrated Pest Management Quality Control Supervisor with duties as indicated in Division 1 Section "Temporary Facilities and Controls."

I. Traffic Safety Supervisor:  Provide a Traffic Safety Supervisor with duties as indicated in Division 1 Section "Temporary Traffic Controls."

Add any other specific coordinators required for the project.

Revise the following article, paragraphs and subparagraphs as necessary to suit the required meetings for the project. Participation of specific individuals shall be coordinated with the Contracting Officer and Project Officer in developing this article.  Coordinate meeting requirements with other Division 1 specification sections, particularly Division 1 Section "Construction Quality Control."

1.8 CONFERENCES AND MEETINGS

A. Preconstruction Conference:

1. The Contractor shall attend a preconstruction conference scheduled by the Project Officer at a time and place convenient to both parties.  Work shall not commence prior to the conference.  Conference shall review responsibilities and personnel assignments.

2. Attendees:  Participants at the conference shall be familiar with the project, shall be authorized to conclude matters relating to the Work, and at a minimum include representatives of the following parties or their designated representatives:

Edit the following list as required.  Add Construction Manager and other project personnel as appropriate.

a. Contracting Officer.

b. NIH Project Officer

c. Architect.

d. Major design consultants.

e. Contractor

f. Major subcontractors

g. Major Suppliers

The NIH Police and Division of Safety have input to present at a preconstruction conference.  Coordinate their attendance through the Project Officer.

h. NIH Police

i. NIH Division of Safety, including representatives from the Pest Management Section and the Occupational Safety and Health Branch

j. Other concerned parties.

3. Agenda:  Subjects for discussion shall include items of significance that could effect progress, including but not limited to the following:

a. Tentative construction schedule.

b. Critical work sequencing.

c. Designation of responsible personnel.

d. Procedures for processing field decisions and Change Orders.

e. Procedures for processing Applications for Payment.

f. Distribution of Contract Documents.

g. Submittal of Shop Drawings, Product Data, and Samples.

h. Preparation of Record Documents.

i. Use of the premises.

j. Parking availability.

k. Office, work, and storage areas.

l. Equipment deliveries and priorities.

m. Safety and Health procedures

n. First Aid

o. Security

p. Housekeeping and progress cleaning

q. Working hours

r. Permits

s. Integrated Pest Management procedures.

4. Reporting:  No later than 3 calendar days after the conference, the Contractor shall distribute minutes of the conference to each party present and to other concerned parties, including the Contracting Officer.

5. This meeting may satisfy the requirement for a Preconstruction Safety Meeting in Division 1 Section "Safety and Health."

Retain the following paragraphs with subparagraphs where the project work requires one or more preinstallation conferences.  Revise to suit project.

B. Preinstallation Conferences:  The Contractor shall conduct a preinstallation conference at the Project Site before each construction activity that requires coordination with other construction.  Preinstallation conferences may be combined with Preparatory Phase meetings described in Division 1 Section "Construction Quality Control."

1. Attendees:  In addition to the Contractor's representative, the installer and representatives of manufacturers and fabricators involved in or affected by the installation, and its coordination or integration with other materials and installations that have preceded or will follow, shall attend.  Prior to conferences, advise the Contracting Officer of scheduled conference dates.

2. Agenda:  Review the progress of other construction activities and preparations for the particular activity under consideration at each preinstallation conference, including requirements for the following.

a. Contract Documents

b. Options

c. Related Change Orders, including accepted Value Engineering proposals

d. Purchases

e. Deliveries

f. Submittals

g. Review of mockups

h. Possible conflicts

i. Compatibility problems

j. Time schedules

k. Weather limitations

l. Manufacturer's recommendations

m. Warranty requirements

n. Compatibility of materials

o. Acceptability of substrates

p. Quality requirements

q. Temporary facilities and controls

r. Space and access limitations

s. Governing regulations

t. Safety

u. Testing and inspection requirements

v. Required performance results

w. Protection.

3. Reporting:  Record significant discussions and agreements and disagreements of each conference.  No later than 3 calendar days after each conference, the Contractor shall distribute minutes of the conference to each party present and to other concerned parties, including the Contracting Officer.

4. Do not proceed with the installation if the conference cannot be successfully concluded.  Initiate whatever actions are necessary to resolve impediments to the performance of the work, and reconvene the conference at the earliest feasible date.

Retain the following paragraph if demolition is included in the work.  Coordinate with Division 1 Section "Selective Demolition" or other demolition sections used.

C. Pre-Demolition Conference:  The Contractor shall conduct conference at project site. Review methods and procedures related to selective demolition including, but not limited to, the following:

Retain, revise or delete the following subparagraphs to suit project.

1. Inspect and discuss condition of construction to be selectively demolished.

2. Review structural load limitations of existing structure.

3. Review and finalize demolition schedule and verify availability of materials, demolition personnel, equipment, and facilities needed to make progress and avoid delays.

4. Review requirements of work performed by other trades that rely on substrates exposed by demolition operations.

5. Discussion of any outstanding issues from NIH review of Contractor's Demolition Plan.

Edit frequency of progress meetings to suit project.  Coordinate with the Project Officer.

D. Progress Meetings:  The Project Officer shall conduct <Insert meeting frequency><weekly> progress meetings at the Project Site. Dates of meetings shall be coordinated with preparation of the payment request.

1. Attendees:  In addition to the Contractor and Project Officer, each subcontractor, supplier, or other entity concerned with current progress or involved in planning, coordination, or performance of future activities shall be represented.  All participants at the conference shall be familiar with the Project and authorized to conclude matters relating to the Work.  The Project Officer shall include the Contracting Officer and/or the project designer in these meetings as required.  The contractor is responsible for requesting the Contracting Officer and/or designer attend and provide justification to the Project Officer.

2. Agenda:  Review and correct or approve minutes of the previous progress meeting.  Review other items of significance that could affect progress.  Include topics for discussion as appropriate to the status of the Project.

3. Contractor's Construction Schedule:  Review progress since the last meeting.  Determine where each activity is in relation to the Contractor's Construction Schedule, whether on time or ahead or behind schedule.  Determine the required contractor response to construction behind schedule; secure commitments from parties involved to do so.  Discuss whether schedule revisions are required to insure that current and subsequent activities will be completed within the Contract Time.

Designate duration between meetings in the following paragraph.  Delete any "list" items not required for the project.  Coordinate progress meeting requirements with the Project Officer.

a. At each progress meeting, the Contractor will provide a list of construction activities completed in the previous <Insert number of days back> calendar days, activities in progress with percent completed, activities scheduled to start in the next [seven] <Insert number of days forward> calendar days, and activities to start in the next thirty calendar days as derived from the accepted project schedule.

b. Schedule Updating:  The Contractor shall revise the Contractor's Construction Schedule to reflect project progress after each progress meeting and include revisions approved by the Contracting Officer.

Edit the following paragraph selecting the desired period between revised schedules.  Coordinate this requirement with the Project Officer.  Care should be taken so as not to place an undue burden on the Contractor, and therefore unnecessary costs, for reproduction of project schedules.

c. The revised schedule shall be issued [concurrently with the report of each meeting][monthly to correspond with the submission of the Contractor's application for payment].
4. Review the present and future needs of each entity present, including but not limited to the following:

a. Interface requirements

b. Time

c. Sequence of operations

d. Status of submittals

e. Deliveries

f. Off-Site fabrication

g. Access

h. Site Utilization

i. Temporary facilities and controls

j. Hours of work

k. Hazards and risks

l. Proposed or scheduled utility service interruptions

m. Housekeeping and progress cleaning

n. Quality and work standards

o. Deficiencies

p. Change Orders

q. Documentation of information for payment requests

r. Updating of Record Documents

If the contractor is responsible for the Progress Meeting minutes include the following paragraph.

5. Reporting:  No later than 3 calendar days after each meeting, the Contractor shall distribute minutes of the meeting to each party present and to other concerned parties who should have been present, including the Contracting Officer.  Include a brief summary, in narrative form, of progress since the previous meeting and report.

6. The Contractor shall present Record Drawings at progress meetings for review by the NIH, if so requested.

7. The Progress meeting may be in conjunction with the Quality Control (QC) Meeting required per Division 1 Section "Construction Quality Control."

Retain the following paragraph with subparagraphs when projects have unusual circumstances that require tighter than normal control.  The contractor's Project Coordinator (if assigned) can conduct the meetings, otherwise the Contractor should conduct.  Revise to suit project.  Coordinate requirement with the Project Officer.

E. Coordination Meetings:  <The Contractor's Project Coordinator shall> conduct <Insert meeting frequency><weekly> project coordination meetings as required, to verify detailed coordination procedures for the upcoming construction operations in order to avoid potential problems and misunderstandings.

1. Attendees:  In addition to the Contractor and Project Officer, each subcontractor, supplier or other entity involved in coordination or planning construction activities shall be represented. All participants shall be authorized to conclude matters relating to the work.

2. Agenda:  Review the plans and requirements of each entity present, including but not limited to the subjects listed for Progress Meetings.

3. Reporting:  No later than 3 calendar days after each meeting, the Contractor shall distribute minutes of the meeting to each party present and to other concerned parties who should have been present, and including the Contracting Officer.  Include a brief summary, in narrative form, of progress since the previous meeting and report.

PART 2 -  PRODUCTS (Not applicable)

PART 3 -  EXECUTION

3.1 GENERAL COORDINATION PROVISIONS

A. Inspection of Conditions:  Prior to installations, require the installer of each major component to inspect both the substrate and conditions under which work is to be performed.

1. Do not proceed until unsatisfactory conditions have been corrected in an acceptable manner.

2. Coordinate temporary enclosures with required inspections and tests to minimize the necessity of uncovering completed construction for that purpose.

B. Construction in Progress:  Keep construction in progress, adjoining materials in place, and adjoining materials clean during handling and installation.  Apply protective coverings where required for protection from damage or deterioration.

C. Completed Construction:  Clean completed construction, and provide maintenance, as frequently as necessary to prevent damage or soiling or other deterioration through the remainder of the construction period.  Adjust and lubricate operable components as necessary to assure operability without damage.

D. Limiting Exposures:  Supervise construction operations to prevent exposure of any part of construction, completed or in progress, to harmful, dangerous, damaging or otherwise deleterious conditions during the construction period.  Such conditions include but are not limited to the following:

Revise following list as required for the project.

1. Excessive static or dynamic loading.

2. Excessive internal or external pressures.

3. Excessively high or low temperatures.

4. Thermal shock.

5. Excessively high or low humidity.

6. Pollution and air contamination.

7. Water or ice.

8. Chemicals and solvents.

9. Light

10. Radiation

11. Puncture

12. Abrasion

13. Heavy Traffic

14. Soiling, staining, and corrosion

15. Bacteria

16. Rodent and insect infestation

17. Combustion

18. Electrical Current

19. High-speed operation

20. Improper lubrication

21. Unusual wear or other misuse

22. Contact between incompatible materials

23. Destructive testing

24. Misalignment

25. Excessive weathering

26. Unprotected storage

27. Improper shipping or handling

28. Theft or vandalism

END OF SECTION 01310
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