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Extended Description:

One-Time Purchase
CONSTRUCTION

The Vendor, BBL Carlton, LLC of Charleston, WV agrees to enter into this One-Time contract with the General Services Division for the selective demolition and
renovation of the men's and women's restrooms on the 3rd Fioor of the West Wing of Building 1, the Main Capitol building, located on the Capitol Complex in
Charleston, WV per the bid requirements, specifications, project plans, terms and conditions, Addendum No. 1 dated 08/28/2024 and the Vendors submitted and
accepted bid dated 09/05/2024 incorporated herein by reference and made a part hereof.

Line Commodity Code Quantity Unit Unit Price Total Price
1 72101510 0.00000 0.000000 334500.00
Service From Service To Manufacturer Model No

Commodity Line Description: Building 1 West Wing 3rd Floor-Restroom Renovations Project

Extended Description:
Building 1 West Wing 3rd Floor Restroom Renovations Project

Date Printed: Sep 18, 2024 Order Number: CPOQ 0211 4001 GSD2500000005 1 Page: 2 FORM ID: WV-PRC-CPO-002 2020/05



GENERAL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT: Issuance of an Award Document signed by the
Purchasing Division Director, or his designee, and approved as to form by the Attorney
General’s office constitutes acceptance by the State of this Contract made by and between the
State of West Virginia and the Vendor. Vendor’s signature on its bid, or on the Contract if the
Contract is not the result of a bid solicitation, signifies Vendor’s agreement to be bound by and
accept the terms and conditions contained in this Contract.

2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the
meanings attributed to them below. Additional definitions may be found in the specifications
included with this Solicitation/Contract.

2.1. “Agency” or “Agencies” means the agency, board, commission, or other entity of the State
of West Virginia that is identified on the first page of the Solicitation or any other public entity
seeking to procure goods or services under this Contract.

2.2, “Bid” or “Proposal” means the vendors submitted response to this solicitation.

2.3. “Contract” means the binding agreement that is entered into between the State and the
Vendor to provide the goods or services requested in the Solicitation.

2.4. “Director” means the Director of the West Virginia Department of Administration,
Purchasing Division.

2.5. “Purchasing Division” means the West Virginia Department of Administration, Purchasing
Division.

2.6. “Award Document” means the document signed by the Agency and the Purchasing
Division, and approved as to form by the Attorney General, that identifies the Vendor as the
contract holder.

2.7. “Solicitation” means the official notice of an opportunity to supply the State with goods or
services that is published by the Purchasing Division.

2.8. “State” means the State of West Virginia and/or any of its agencies, commissions, boards,
etc. as context requires.

2.9. “Vendor” or “Vendors” means any entity submitting a bid in response to the
Solicitation, the entity that has been selected as the lowest responsible bidder, or the entity that
has been awarded the Contract as context requires.
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3. CONTRACT TERM; RENEWAL; EXTENSION: The term of this Contract shall be
determined in accordance with the category that has been identified as applicable to this
Contract below:

Term Contract

Initial Contract Term: The Initial Contract Term will be for a period of one (1) year

. The Initial Contract Term becomes effective on the effective start
date listed on the first page of this Contract, identified as the State of West Virginia contract cover
page containing the signatures of the Purchasing Division, Attorney General, and Encumbrance
clerk (or another page identified as ‘ ), and the Initial
Contract Term ends on the effective end date also shown on the first page of this Contract.

Renewal Term: This Contract may be renewed upon the mutual written consent of the Agency,
and the Vendor, with approval of the Purchasing Division and the Attorney General’s office
(Attorney General approval is as to form only). Any request for renewal should be delivered to the
Agency and then submitted to the Purchasing Division thirty (30) days prior to the expiration date
of the initial contract term or appropriate renewal term. A Contract renewal shall be in accordance
with the terms and conditions of the original contract. Unless otherwise specified below, renewal
of this Contract is limited to Three (3) successive one (1) year periods or multiple
renewal periods of less than one year, provided that the multiple renewal periods do not exceed
the total number of months available in all renewal years combined. Automatic renewal of this
Contract is prohibited. Renewals must be approved by the Vendor, Agency, Purchasing Division
and Attorney General’s office (Attorney General approval is as to form only)

[] Alternate Renewal Term — This contract may be renewed for
successive year periods or shorter periods provided that they do not exceed
the total number of months contained in all available renewals. Automatic renewal of this
Contract is prohibited. Renewals must be approved by the Vendor, Agency, Purchasing
Division and Attorney General’s office (Attorney General approval is as to form only)

Delivery Order Limitations: In the event that this contract permits delivery orders, a delivery
order may only be issued during the time this Contract is in effect. Any delivery order issued
within one year of the expiration of this Contract shall be effective for one year from the date the
delivery order is issued. No delivery order may be extended beyond one year after this Contract
has expired.

[] Fixed Period Contract: This Contract becomes effective upon Vendor’s receipt of the notice
to proceed and must be completed within days.
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[] Fixed Period Contract with Renewals: This Contract becomes effective upon Vendor’s
receipt of the notice to proceed and part of the Contract more fully described in the attached
specifications must be completed within _ days. Upon completion of the
work covered by the preceding sentence, the vendor agrees that:

[ ] the contract will continue for years;

[ ]the contract may be renewed for successive year
periods or shorter periods provided that they do not exceed the total number of months
contained in all available renewals. Automatic renewal of this Contract is prohibited.
Renewals must be approved by the Vendor, Agency, Purchasing Division and Attorney
General’s Office (Attorney General approval is as to form only).

[[] One-Time Purchase: The term of this Contract shall run from the issuance of the Award
Document until all of the goods contracted for have been delivered, but in no event will this
Contract extend for more than one fiscal year.

[] Construction/Project Oversight: This Contract becomes effective on the effective start
date listed on the first page of this Contract, identified as the State of West Virginia contract
cover page containing the signatures of the Purchasing Division, Attorney General, and
Encumbrance clerk (or another page identified as ),
and continues until the project for which the vendor is providing oversight is complete.

[] Other: Contract Term specified in

4. AUTHORITY TO PROCEED: Vendor is authorized to begin performance of this contract on
the date of encumbrance listed on the front page of the Award Document unless either the box for
“Fixed Period Contract” or “Fixed Period Contract with Renewals” has been checked in Section 3
above. If either “Fixed Period Contract” or “Fixed Period Contract with Renewals™ has been checked,
Vendor must not begin work until it receives a separate notice to proceed from the State. The notice to
proceed will then be incorporated into the Contract via change order to memorialize the official date
that work commenced.

5. QUANTITIES: The quantities required under this Contract shall be determined in accordance
with the category that has been identified as applicable to this Contract below.

Open End Contract: Quantities listed in this Solicitation/Award Document are
approximations only, based on estimates supplied by the Agency. It is understood and agreed
that the Contract shall cover the quantities actually ordered for delivery during the term of the
Contract, whether more or less than the quantities shown.

[] Service: The scope of the service to be provided will be more clearly defined in the
specifications included herewith.

Combined Service and Goods: The scope of the service and deliverable goods to be
provided will be more clearly defined in the specifications included herewith.
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[] One-Time Purchase: This Contract is for the purchase of a set quantity of goods that are
identified in the specifications included herewith. Once those items have been delivered, no
additional goods may be procured under this Contract without an appropriate change order
approved by the Vendor, Agency, Purchasing Division, and Attorney General’s office.

[] Construction: This Contract is for construction activity more fully defined in the
specifications.

6. EMERGENCY PURCHASES: The Purchasing Division Director may authorize the Agency
to purchase goods or services in the open market that Vendor would otherwise provide under this
Contract if those goods or services are for immediate or expedited delivery in an emergency.
Emergencies shall include, but are not limited to, delays in transportation or an unanticipated
increase in the volume of work. An emergency purchase in the open market, approved by the
Purchasing Division Director, shall not constitute of breach of this Contract and shall not entitle
the Vendor to any form of compensation or damages. This provision does not excuse the State
from fulfilling its obligations under a One-Time Purchase contract.

7. REQUIRED DOCUMENTS: All of the items checked in this section must be provided to the
Purchasing Division by the Vendor as specified:

[] LICENSE(S) / CERTIFICATIONS / PERMITS: In addition to anything required under the
Section of the General Terms and Conditions entitled Licensing, the apparent successful Vendor
shall furnish proof of the following licenses, certifications, and/or permits upon request and in a
form acceptable to the State. The request may be prior to or after contract award at the State’s
sole discretion.

L]

[

The apparent successful Vendor shall also furnish proof of any additional licenses or
certifications contained in the specifications regardless of whether or not that requirement is listed

above.
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8. INSURANCE: The apparent successful Vendor shall furnish proof of the insurance identified
by a checkmark below prior to Contract award. The insurance coverages identified below must
be maintained throughout the life of this contract. Thirty (30) days prior to the expiration of the
insurance policies, Vendor shall provide the Agency with proof that the insurance mandated
herein has been continued. Vendor must also provide Agency with immediate notice of any
changes in its insurance policies, including but not limited to, policy cancelation, policy
reduction, or change in insurers. The apparent successful Vendor shall also furnish proof of any
additional insurance requirements contained in the specifications prior to Contract award
regardless of whether that insurance requirement is listed in this section.

Vendor must maintain:

Commercial General Liability Insurance in at least an amount of’ 1,000,000.00 per
occurrence.

Automobile Liability Insurance in at least an amount of: 1:000,000.00 per occurrence.

[JProfessional/Malpractice/Errors and Omission Insurance in at least an amount of:
per occurrence. Notwithstanding the forgoing, Vendor’s are not required to

list the State as an additional insured for this type of policy.

[ ] Commercial Crime and Third Party Fidelity Insurance in an amount of:
per occurrence.

[ ] Cyber Liability Insurance in an amount of: per occurrence.

[] Builders Risk Insurance in an amount equal to 100% of the amount of the Contract.

[[JPollution Insurance in an amount of: per occurrence.

[[] Aircraft Liability in an amount of: per occurrence.

O]
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9. WORKERS’ COMPENSATION INSURANCE: Vendor shall comply with laws
relating to workers compensation, shall maintain workers’ compensation insurance when
required, and shall furnish proof of workers’ compensation insurance upon request.

10. VENUE: All legal actions for damages brought by Vendor against the State shall be brought
in the West Virginia Claims Commission. Other causes of action must be brought in the West
Virginia court authorized by statute to exercise jurisdiction over it.

11. LIQUIDATED DAMAGES: This clause shall in no way be considered exclusive and shall
not limit the State or Agency’s right to pursue any other available remedy. Vendor shall pay
liquidated damages in the amount specified below or as described in the specifications:

] for

[] Liquidated Damages Contained in the Specifications.

Liquidated Damages Are Not Included in this Contract.

12. ACCEPTANCE: Vendor’s signature on its bid, or on the certification and signature page,
constitutes an offer to the State that cannot be unilaterally withdrawn, signifies that the product or
service proposed by vendor meets the mandatory requirements contained in the Solicitation for
that product or service, unless otherwise indicated, and signifies acceptance of the terms and
conditions contained in the Solicitation unless otherwise indicated.

13. PRICING: The pricing set forth herein is firm for the life of the Contract, unless specified
elsewhere within this Solicitation/Contract by the State. A Vendor’s inclusion of price
adjustment provisions in its bid, without an express authorization from the State in the
Solicitation to do so, may result in bid disqualification. Notwithstanding the foregoing, Vendor
must extend any publicly advertised sale price to the State and invoice at the lower of the
contract price or the publicly advertised sale price.

14. PAYMENT IN ARREARS: Payments for goods/services will be made in arrears only
upon receipt of a proper invoice, detailing the goods/services provided or receipt of the
goods/services, whichever is later. Notwithstanding the foregoing, payments for software
maintenance, licenses, or subscriptions may be paid annually in advance.

15. PAYMENT METHODS: Vendor must accept payment by electronic funds transfer and P-
Card. (The State of West Virginia’s Purchasing Card program, administered under contract by
a banking institution, processes payment for goods and services through state designated
credit cards.)

16. TAXES: The Vendor shall pay any applicable sales, use, personal property or any other
taxes arising out of this Contract and the transactions contemplated thereby. The State of
West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes.
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17. ADDITIONAL FEES: Vendor is not permitted to charge additional fees or assess
additional charges that were not either expressly provided for in the solicitation published by the
State of West Virginia, included in the Contract, or included in the unit price or lump sum bid
amount that Vendor is required by the solicitation to provide. Including such fees or charges as
notes to the solicitation may result in rejection of vendor’s bid. Requesting such fees or charges
be paid after the contract has been awarded may result in cancellation of the contract.

18. FUNDING: This Contract shall continue for the term stated herein, contingent upon funds
being appropriated by the Legislature or otherwise being made available. In the event funds are
not appropriated or otherwise made available, this Contract becomes void and of no effect
beginning on July 1 of the fiscal year for which funding has not been appropriated or otherwise
made available. If that occurs, the State may notify the Vendor that an alternative source of
funding has been obtained and thereby avoid the automatic termination. Non-appropriation or
non-funding shall not be considered an event of default.

19. CANCELLATION: The Purchasing Division Director reserves the right to cancel this
Contract immediately upon written notice to the vendor if the materials or workmanship supplied
do not conform to the specifications contained in the Contract. The Purchasing Division Director
may also cancel any purchase or Contract upon 30 days written notice to the Vendor in
accordance with West Virginia Code of State Rules § 148-1-5.2.b.

20. TIME: Time is of the essence regarding all matters of time and performance in this
Contract.

21. APPLICABLE LAW: This Contract is governed by and interpreted under West Virginia
law without giving effect to its choice of law principles. Any information provided in
specification manuals, or any other source, verbal or written, which contradicts or violates the
West Virginia Constitution, West Virginia Code, or West Virginia Code of State Rules is void
and of no effect.

22. COMPLIANCE WITH LAWS: Vendor shall comply with all applicable federal, state, and
local laws, regulations and ordinances. By submitting a bid, Vendor acknowledges that it has
reviewed, understands, and will comply with all applicable laws, regulations, and ordinances.

SUBCONTRACTOR COMPLIANCE: Vendor shall notify all subcontractors providing
commodities or services related to this Contract that as subcontractors, they too are
required to comply with all applicable laws, regulations, and ordinances. Notification
under this provision must occur prior to the performance of any work under the contract by

the subcontractor.

23. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor’s
bid, or in any American Institute of Architects documents pertaining to this Contract are hereby
deleted, void, and of no effect.
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24. MODIFICATIONS: This writing is the parties’ final expression of intent. Notwithstanding
anything contained in this Contract to the contrary no modification of this Contract shall be
binding without mutual written consent of the Agency, and the Vendor, with approval of the
Purchasing Division and the Attorney General’s office (Attorney General approval is as to form
only). Any change to existing contracts that adds work or changes contract cost, and were not
included in the original contract, must be approved by the Purchasing Division and the Attorney
General’s Office (as to form) prior to the implementation of the change or commencement of
work affected by the change.

25. WAIVER: The failure of either party to insist upon a strict performance of any of the terms
or provision of this Contract, or to exercise any option, right, or remedy herein contained, shall
not be construed as a waiver or a relinquishment for the future of such term, provision, option,
right, or remedy, but the same shall continue in full force and effect. Any waiver must be
expressly stated in writing and signed by the waiving party.

26. SUBSEQUENT FORMS: The terms and conditions contained in this Contract shall
supersede any and all subsequent terms and conditions which may appear on any form documents
submitted by Vendor to the Agency or Purchasing Division such as price lists, order forms,
invoices, sales agreements, or maintenance agreements, and includes internet websites or other
electronic documents. Acceptance or use of Vendor’s forms does not constitute acceptance of the
terms and conditions contained thereon.

27. ASSIGNMENT : Neither this Contract nor any monies due, or to become due hereunder,
may be assigned by the Vendor without the express written consent of the Agency, the
Purchasing Division, the Attorney General’s office (as to form only), and any other government
agency or office that may be required to approve such assignments.

28. WARRANTY: The Vendor expressly warrants that the goods and/or services covered by
this Contract will: (a) conform to the specifications, drawings, samples, or other description
furnished or specified by the Agency; (b) be merchantable and fit for the purpose intended; and
(c) be free from defect in material and workmanship.

29. STATE EMPLOYEES: State employees are not permitted to utilize this Contract for
personal use and the Vendor is prohibited from permitting or facilitating the same.

30. PRIVACY, SECURITY, AND CONFIDENTIALITY: The Vendor agrees that it will not
disclose to anyone, directly or indirectly, any such personally identifiable information or other
confidential information gained from the Agency, unless the individual who is the subject of the
information consents to the disclosure in writing or the disclosure is made pursuant to the
Agency’s policies, procedures, and rules. Vendor further agrees to comply with the
Confidentiality Policies and Information Security Accountability Requirements, set forth in
www.state.wv.us/admin/purchase/privacy.
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31. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor’s entire response to the
Solicitation and the resulting Contract are public documents. As public documents, they will be
disclosed to the public following the bid/proposal opening or award of the contract, as required
by the competitive bidding laws of West Virginia Code §§ 5A-3-1 et seq., 5-22-1 et seq., and
5G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 29B-1-1 et seq.

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONF IDENTIAL, A TRADE
SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE.

Submission of any bid, proposal, or other document to the Purchasing Division constitutes your
explicit consent to the subsequent public disclosure of the bid, proposal, or document. The
Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “trade
secret,” “private,” or labeled with any other claim against public disclosure of the documents, to
include any “trade secrets” as defined by West Virginia Code § 47-22-1 et seq. All submissions
are subject to public disclosure without notice.

32. LICENSING: In accordance with West Virginia Code of State Rules § 148-1-6.1.¢, Vendor
must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the
West Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia
Insurance Commission, or any other state agency or political subdivision. Obligations related to
political subdivisions may include, but are not limited to, business licensing, business and
occupation taxes, inspection compliance, permitting, etc. Upon request, the Vendor must
provide all necessary releases to obtain information to enable the Purchasing Division Director
or the Agency to verify that the Vendor is licensed and in good standing with the above entities.

SUBCONTRACTOR COMPLIANCE: Vendor shall notify all subcontractors providing
commodities or services related to this Contract that as subcontractors, they too are
required to be licensed, in good standing, and up-to-date on all state and local obligations
as described in this section. Obligations related to political subdivisions may include, but
are not limited to, business licensing, business and occupation taxes, inspection
compliance, permitting, etc. Notification under this provision must occur prior to the
performance of any work under the contract by the subcontractor.

33. ANTITRUST: In submitting a bid to, signing a contract with, or accepting a Award
Document from any agency of the State of West Virginia, the Vendor agrees to convey, sell,
assign, or transfer to the State of West Virginia all rights, title, and interest in and to all causes of
action it may now or hereafter acquire under the antitrust laws of the United States and the State
of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
commodities or services purchased or acquired by the State of West Virginia. Such assignment
shall be made and become effective at the time the purchasing agency tenders the initial payment
to Vendor.

34. VENDOR NON-CONFLICT: Neither Vendor nor its representatives are permitted to have
any interest, nor shall they acquire any interest, direct or indirect, which would compromise the
performance of its services hereunder. Any such interests shall be promptly presented in detail to
the Agency.
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35. VENDOR RELATIONSHIP: The relationship of the Vendor to the State shall be that of an
independent contractor and no principal-agent relationship or employer-employee relationship is
contemplated or created by this Contract. The Vendor as an independent contractor is solely liable
for the acts and omissions of its employees and agents. Vendor shall be responsible for selecting,
supervising, and compensating any and all individuals employed pursuant to the terms of this
Solicitation and resulting contract. Neither the Vendor, nor any employees or subcontractors of
the Vendor, shall be deemed to be employees of the State for any purpose whatsoever. Vendor
shall be exclusively responsible for payment of employees and contractors for all wages and
salaries, taxes, withholding payments, penalties, fees, fringe benefits, professional liability
insurance premiums, contributions to insurance and pension, or other deferred compensation
plans, including but not limited to, Workers® Compensation and Social Security obligations,
licensing fees, etc. and the filing of all necessary documents, forms, and returns pertinent to all of

the foregoing.

Vendor shall hold harmless the State, and shall provide the State and Agency with a defense
against any and all claims including, but not limited to, the foregoing payments, withholdings,
contributions, taxes, Social Security taxes, and employer income tax returns.

36. INDEMNIFICATION: The Vendor agrees to indenmnify, defend, and hold harmless the
State and the Agency, their officers, and employees from and against: (1) Any claims or losses
for services rendered by any subcontractor, person, or firm performing or supplying services,
materials, or supplies in connection with the performance of the Contract; (2) Any claims or
losses resulting to any person or entity injured or damaged by the Vendor, its officers,
employees, or subcontractors by the publication, translation, reproduction, delivery, performance,
use, or disposition of any data used under the Contract in a manner not authorized by the
Contract, or by Federal or State statutes or regulations; and (3) Any failure of the Vendor, its
officers, employees, or subcontractors to observe State and Federal laws including, but not
limited to, labor and wage and hour laws.

37. NO DEBT CERTIFICATION: In accordance with West Virginia Code §§ 5A-3-10a and
5-22-1(1), the State is prohibited from awarding a contract to any bidder that owes a debt to the
State or a political subdivision of the State. By submitting a bid, or entering into a contract with
the State, Vendor is affirming that (1) for construction contracts, the Vendor is not in default on
any monetary obligation owed to the state or a political subdivision of the state, and (2) for all
other contracts, neither the Vendor nor any related party owe a debt as defined above, and
neither the Vendor nor any related party are in employer default as defined in the statute cited
above unless the debt or employer default is permitted under the statute.

38. CONFLICT OF INTEREST: Vendor, its officers or members or employees, shall not
presently have or acquire an interest, direct or indirect, which would conflict with or compromise
the performance of its obligations hereunder. Vendor shall periodically inquire of its officers,
members and employees to ensure that a conflict of interest does not arise. Any conflict of interest
discovered shall be promptly presented in detail to the Agency.
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39. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the
following reports identified by a checked box below:

Such reports as the Agency and/or the Purchasing Division may request. Requested reports
may include, but are not limited to, quantities purchased, agencies utilizing the contract, total
contract expenditures by agency, etc.

[[] Quarterly reports detailing the total quantity of purchases in units and dollars, along with a
listing of purchases by agency. Quarterly reports should be delivered to the Purchasing Division
via email at purchasing.division@wv.oov.

40. BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the State reserves
the right to prohibit a service provider’s employees from accessing sensitive or critical
information or to be present at the Capitol complex based upon results addressed from a criminal
background check. Service providers should contact the West Virginia Division of Protective
Services by phone at (304) 558-9911 for more information.

41. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when
authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56, no
contractor may use or supply steel products for a State Contract Project other than those steel
products made in the United States. A contractor who uses steel products in violation of this
section may be subject to civil penalties pursuant to W. Va. Code § 5A-3-56. As used in this

section:

a. “State Contract Project” means any erection or construction of, or any addition to, alteration
of or other improvement to any building or structure, including, but not limited to, roads or
highways, or the installation of any heating or cooling or ventilating plants or other
equipment, or the supply of and materials for such projects, pursuant to a contract with the
State of West Virginia for which bids were solicited on or after June 6, 2001.

b. “Steel Products” means products rolled, formed, shaped, drawn, extruded, forged, cast,
fabricated or otherwise similarly processed, or processed by a combination of two or
more or such operations, from steel made by the open heath, basic oxygen, electric
furnace, Bessemer or other steel making process.

¢. The Purchasing Division Director may, in writing, authorize the use of foreign steel
products if:

1. The cost for each contract item used does not exceed one tenth of one percent
(:1%) of the total contract cost or two thousand five hundred dollars ($2,500.00),
whichever is greater. For the purposes of this section, the cost is the value of the
steel product as delivered to the project; or

2. The Director of the Purchasing Division determines that specified steel materials are
not produced in the United States in sufficient quantity or otherwise are not
reasonably available to meet contract requirements.
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42. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In
Accordance with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every
contract or subcontract, subject to the limitations contained herein, for the construction,
reconstruction, alteration, repair, improvement or maintenance of public works or for the
purchase of any item of machinery or equipment to be used at sites of public works, only
domestic aluminum, glass or steel products shall be supplied unless the spending officer
determines, in writing, after the receipt of offers or bids, (1) that the cost of domestic aluminum,
glass or steel products is unreasonable or inconsistent with the public interest of the State of
West Virginia, (2) that domestic aluminum, glass or steel products are not produced in sufficient
quantities to meet the contract requirements, or (3) the available domestic aluminum, glass, or
steel do not meet the contract specifications. This provision only applies to public works
contracts awarded in an amount more than fifty thousand dollars (850,000) or public works
contracts that require more than ten thousand pounds of steel products.

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is more
than twenty percent (20%) of the bid or offered price for foreign made aluminum, glass, or steel
products. If the domestic aluminum, glass or steel products to be supplied or produced in a
“substantial labor surplus area”, as defined by the United States Department of Labor, the cost of
domestic aluminum, glass, or steel products may be unreasonable if the cost is more than thirty
percent (30%) of the bid or offered price for foreign made aluminum, glass, or steel products.
This preference shall be applied to an item of machinery or equipment, as indicated above, when
the item is a single unit of equipment or machinery manufactured primarily of aluminum, glass
or steel, is part of a public works contract and has the sole purpose or of being a permanent part
of a single public works project. This provision does not apply to equipment or machinery
purchased by a spending unit for use by that spending unit and not as part of a single public
works project.

All bids and offers including domestic aluminum, glass or steel products that exceed bid or offer
prices including foreign aluminum, glass or steel products after application of the preferences
provided in this provision may be reduced to a price equal to or lower than the lowest bid or
offer price for foreign aluminum, glass or steel products plus the applicable preference. If the
reduced bid or offer prices are made in writing and supersede the prior bid or offer prices, all
bids or offers, including the reduced bid or offer prices, will be reevaluated in accordance with
this rule.

43. INTERESTED PARTY SUPPLEMENTAL DISCLOSURE: W. Va. Code § 6D-1-2
requires that for contracts with an actual or estimated value of at least $1 million, the Vendor
must submit to the Agency a disclosure of interested parties prior to beginning work under
this Contract. Additionally, the Vendor must submit a supplemental disclosure of interested
parties reflecting any new or differing interested parties to the contract, which were not
included in the original pre-work interested party disclosure, within 30 days following the
completion or termination of the contract, A copy of that form is included with this
solicitation or can be obtained from the WV Ethics Commission. This requirement does not
apply to publicly traded companies listed on a national or international stock exchange. A
more detailed definition of interested parties can be obtained from the form referenced above.
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44. PROHIBITION AGAINST USED OR REFURBISHED: Unless expressly permitted
in the solicitation published by the State, Vendor must provide new, unused commodities, and
is prohibited from supplying used or refurbished commodities, in fulfilling its responsibilities

under this Contract.

45. VOID CONTRACT CLAUSES: This Contract is subject to the provisions of West
Virginia Code § 5A-3-62, which automatically voids certain contract clauses that violate State

law.

46. ISRAEL BOYCOTT: Bidder understands and agrees that, pursuant to W. Va. Code §
5A-3-63, it is prohibited from engaging in a boycott of Israel during the term of this contract.
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ADDITIONAL TERMS AND CONDITIONS (Construction Contracts Only)

1. CONTRACTOR’S LICENSE: Until June 15, 2021, West Virginia Code § 21-11-2, and
after that date, § 30-42-2, requires that all persons desiring to perform contracting work in this
state be licensed. The West Virginia Contractors Licensing Board is empowered to issue the
contractor’s license. Applications for a contractor’s license may be made by contacting the
West Virginia Contractor Licensing Board.

The apparent successful Vendor must furnish a copy of its contractor’s license prior to the
issuance of a contract award document.

2. BONDS: The following bonds must be submitted:

0 BID BOND: Pursuant to the requirements contained in W. Va. Code § 5-22-1(c),
All Vendors submitting a bid on a construction project shall furnish a valid bid
bond in the amount of five percent (5%) of the total amount of the bid protecting
the State of West Virginia. THE BID BOND MUST BE SUBMITTED WITH
THE BID OR VENDOR'’S BID WILL BE DISQUALIFIED.

[0 PERFORMANCE BOND: The apparent successful Vendor shall provide a
performance bond in the amount of 100% of the contract. The performance bond
must be received by the Purchasing Division prior to Contract award. (Attorney
General requires use of the State approved bond forms found at:
www.state.wv.us/admin/purchase/forms2.html)

[0 LABOR/MATERIAL PAYMENT BOND: The apparent successful Vendor shall
provide a labor/material payment bond in the amount of 100% of the Contract
value. The labor/material payment bond must be delivered to the Purchasing
Division prior to Contract award. (Attorney General requires use of the State
approved bond forms found at; Www.state.wv.us/admin/purchase/forms2.htm])

U MAINTENANCE BOND: The apparent successful Vendor shall provide a two
(2) year maintenance bond covering the roofing system if the work impacts an
existing roof. The amount of the bond must be equal to the price associated with
the percentage of the project impacting the roof. The maintenance bond must be
issued and delivered to the Purchasing Division prior to Contract award. (Attorney
General requires use of the State approved bond forms found at:
www state.wv.us/admin/purchase/forms2.htmi)

At a minimum, all construction projects require a bid bond, performance bond, and
labor/material payment bond. Failure on the part of the state of West Virginia to
checkmark the required bonds above does not relieve the vendor from the legal
requirement of providing these bonds.

In lieu of the Bid Bond, the Vendor may provide certified checks, cashier’s checks, or
irrevocable letters of credit. Any certified check, cashier’s check, or irrevocable letter
of credit provided in lieu of the bid bond must be of the same amount required of the
Bid Bond and delivered with the bid.
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3. DRUG-FREE WORKPLACE AFFIDAVIT: W. Va. Code § 21-1D-5 provides that any
solicitation for a public improvement contract requires each Vendor that submits a bid for the
work to submit an affidavit that the Vendor has a written plan for a drug-free workplace policy.
If the affidavit is not submitted with the bid submission, the Purchasing Division shall promptly
request by telephone and electronic mail that the low bidder and second low bidder provide the
affidavit within one business day of the request. Failure to submit the affidavit within one
business day of receiving the request shall result in disqualification of the bid. To comply with
this law, Vendor should complete the enclosed drug-free workplace affidavit and submit the
same with its bid. Failure to submit the signed and notarized drugfree workplace affidavit or a
similar affidavit that fully complies with the requirements of the applicable code, within one
business day of being requested to do so shall result in disqualification of Vendor’s bid. Pursuant
to W. Va. Code 21-1D-2(b) and (k), this provision does not apply to public improvement
contracts the value of which is $100,000 or less or temporary or emergency repairs.

3.1. DRUG-FREE WORKPLACE POLICY: Pursuant to W. Va. Code § 21-1D-4, Vendor and
its subcontractors must implement and maintain a written drug-free workplace policy that
complies with said article. The awarding public authority shall cancel this contract if: (1) Vendor
fails to implement and maintain a written drug-free workplace policy described in the preceding
paragraph, (2) Vendor fails to provide information regarding implementation of its drug-free
workplace policy at the request of the public authority; or (3) Vendor provides to the public
authority false information regarding the contractor's drug-free workplace policy.

Pursuant to W. Va. Code 21-1D-2(b) and (k), this provision does not apply to public
improvement contracts the value of which is $1 00,000 or less or temporary or emergency repairs.

4. DRUG FREE WORKPLACE REPORT: Pursuant to W. Va. Code § 21-1D-7b, no less than
once per year, or upon completion of the project, every contractor shall provide a certified report
to the public authority which let the contract. For contracts over $25,000, the public authority
shall be the West Virginia Purchasing Division. For contracts of $25,000 or less, the public
authority shall be the agency issuing the contract. The report shall include:

(1) Information to show that the education and training service to the requirements of
West Virginia Code § 21-1D-5 was provided;

(2) The name of the laboratory certified by the United States Department of Health and
Human Services or its successor that performs the drug tests;

(3) The average number of employees in connection with the construction on the public
Improvement;

(4) Drug test results for the following categories including the number of positive tests and the
number of negative tests: (A) Pre-employment and new hires; (B) Reasonable suspicion; (C) Post-
accident; and (D) Random.,

Vendor should utilize the attached Certified Drug Free Workplace Report Coversheet when
submitting the report required hereunder. Pursuant to W. Va. Code 21~ ID-2(b) and (k), this
provision does not apply to public improvement contracts the value of which is $100,000 or less
Or temporary or emergency repairs.
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5. ATA DOCUMENTS: All construction contracts that will be completed in conjunction with
architectural services procured under Chapter 5G of the West Virginia Code will be governed by
the attached AIA documents, as amended by the Supplementary Conditions for the State of West
Virginia, in addition to the terms and conditions contained herein.

6. PROHIBITION AGAINST GENERAL CONDITIONS: Notwithstanding anything
contained in the AIA Documents or the Supplementary Conditions, the State of West Virginia
will not pay for general conditions, or winter conditions, or any other condition representing a
delay in the contracts. The Vendor is expected to mitigate delay costs to the greatest extent
possible and any costs associated with Delays must be specifically and concretely identified. The
state will not consider an average daily rate multiplied by the number of days-extended to be an

acceptable charge.

7. GREEN BUILDINGS MINIMUM ENERGY STANDARDS: In accordance with §22-
29-4, all new building construction projects of public agencies that have not entered the
schematic design phase prior to July 1, 2012, or any building construction project receiving state
grant funds and appropriations, including public schools, that have not entered the schematic
design phase prior to July 1, 2012, shall be designed and constructed complying with the ICC
International Energy Conservation Code, adopted by the State Fire Commission, and the
ANSI/ASHRAE/IESNA Standard 90.1-2007: Provided, That if any construction project has a
commitment of federal funds to pay for a portion of such project, this provision shall only apply
to the extent such standards are consistent with the federal standards.

8. LOCAL LABOR MARKET HIRING REQUIREMENT: Pursuant to West Virginia Code
§21-1C-1 et seq., Employers shall hire at least seventy-five percent of employees for public
improvement construction projects from the local labor market, to be rounded off, with at least
two employees from outside the local labor market permissible for each employer per project.

Any employer unable to employ the minimum number of employees from the local labor market
shall inform the nearest office of Workforce West Virginia of the number of qualified employees
needed and provide a job description of the positions to be filled.

If, within three business days following the placing of a job order, Workforce West Virginia is
unable to refer any qualified job applicants to the employer or refers less qualified job applicants
than the number requested, then Workforce West Virginia shall issue a waiver to the employer
stating the unavailability of applicant and shall permit the employer to fill any positions covered
by the waiver from outside the local labor market. The waiver shall be in writing and shall be
issued within the prescribed three days. A waiver certificate shall be sent to both the employer for
its permanent project records and to the public authority.

Any employer who violates this requirement is subject to a civil penalty of $250 per each
employee less than the required threshold of seventy-five percent per day of violation after receipt
of a notice of violation.

Any employer that continues to violate any provision of this article more than fourteen calendar
days after receipt of a notice of violation is subject to a civil penalty of $500 per each employee
less than the required threshold of seventy-five percent per day of violation.

Revised 8/24/2023



The following terms used in this section have the meaning shown below.

(1) The term “construction project” means any construction, reconstruction, improvement,
enlargement, painting, decorating or repair of any public improvement let to contract in an amount
equal to or greater than $500,000. The term “construction project” does not include temporary or

emergency repairs;

(2) The term “employee” means any person hired or permitted to perform hourly work for wages
by a person, firm or corporation in the construction industry; The term “employee” does not
include: (i) Bona fide employees of a public authority or individuals engaged in making temporary
or emergency repairs;(ii) Bona fide independent contractors; or(iii) Salaried supervisory personnel
necessary to assure efficient execution of the employee's work;

(3) The term “employer” means any person, firm or corporation employing one or more employees
on any public improvement and includes all contractors and subcontractors;

(4) The term “local labor market” means every county in West Virginia and any county outside of
West Virginia if any portion of that county is within fifty miles of the border of West Virginia;

(5) The term “public improvement™ includes the construction of all buildings, roads, highways,
bridges, streets, alleys, sewers, ditches, sewage disposal plants, waterworks, airports and all other
structures that may be let to contract by a public authority, excluding improvements funded, in
whole or in part, by federal funds.

9. DAVIS-BACON AND RELATED ACT WAGE RATES:

O The work performed under this contract is federally funded in whole, or in part. Pursuant to

, Vendors are required to pay applicable Davis-Bacon

wage rates.

The work performed under this contract is not subject to Davis-Bacon wage rates.

10. SUBCONTRACTOR LIST SUBMISSION: In accordance with W. Va. Code § 5-22-1, the
apparent low bidder on a contract valued at more than $250,000.00 for the construction, alteration,
decoration, painting or improvement of a new or existing building or structure shall submit a list of
all subcontractors who will perform more than $25,000.00 of work on the project including labor
and materials. (This section does not apply to any other construction projects, such as highway,
mine reclamation, water or sewer projects.) The subcontractor list shall be provided to the
Purchasing Division within one business day of the opening of bids for review.

If the apparent low bidder fails to submit the subcontractor list, the Purchasing Division shall
promptly request by telephone and electronic mail that the low bidder and second low bidder
provide the subcontractor list within one business day of the request. Failure to submit the
subcontractor list within one business day of receiving the request shall result in disqualification of

the bid.
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If no subcontractors who will perform more than $25,000.00 of work are to be used to complete
the project, the apparent low bidder must make this clear on the subcontractor list, in the bid itself,
or in response to the Purchasing Division’s request for the subcontractor list.

a. Required Information. The subcontractor list must contain the following information:

1. Bidder's name

ii. Name of each subcontractor performing more than $25,000 of work on the
project.

iii. The license number of each subcontractor, as required by W. Va. Code § 21-11-
1 et. seq.

iv. If applicable, a notation that no subcontractor will be used to perform more than
$25,000.00 of work. (This item iv. is not required if the vendor makes this clear in
the bid itself or in documentation following the request for the subcontractor list.)

b. Subcontractor List Submission Form: The subcontractor list may be submitted in any
form, including the attached form, as long as the required information noted above is
included. If any information is missing from the bidder’s subcontractor list submission, it
may be obtained from other documents such as bids, emails, letters, etc. that accompany
the subcontractor list submission.

c. Substitution of Subcontractor. Written approval must be obtained from the State
Spending Unit before any subcontractor substitution is permitted. Substitutions are not
permitted unless:

i. The subcontractor listed in the original bid has filed for bankruptcy;
ii. The subcontractor in the original bid has been debarred or suspended; or

iii. The contractor certifies in writing that the subcontractor listed in the original bid
fails, is unable, or refuses to perform his subcontract.
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Bidder’s Name: BBL Carlton, LLC

D Check this box if no subcontractors will perform more than $25,000.00 of work to complete the

project.

Subcontractor Name

License Number if Required by
W. Va. Code § 21-11-1 et. seq.

Plaster/Ceramic Tile - Cornerstone Interiors

WV025109

Radiator Covers - Tri-State Roofing

WV000104

Attach additional pages if necessary
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DESIGNATED CONTACT: Vendor appoints the individual identified in this Section as the
Contract Administrator and the initial point of contact for matters relating to this Contract.

(Printed Name and Title) Charles Moore

(Address) 600 Kanawha Boulevard, East, Charleston, WV 25301

(Phone Number) / (Fax Number) (304) 345-1300 Phone (304) 345-1344 Fax

(email address) cmoore@bbicariton.com

CERTIFICATION AND SIGNATURE: By signing below, or submitting documentation
through wvOASIS, I certify that: I have reviewed this Solicitation/Contract in its entirety; that I

understand the requirements, terms and conditions, and other information contained herein; that
this bid, offer or proposal constitutes an offer to the State that cannot be unilaterally withdrawn;
that the product or service proposed meets the mandatory requirements contained in the
Solicitation/Contract for that product or service, unless otherwise stated herein; that the Vendor
accepts the terms and conditions contained in the Solicitation, unless otherwise stated herein; that
I am submitting this bid, offer or proposal for review and consideration; that this bid or offer was
made without prior understanding, agreement, or connection with any entity submitting a bid or
offer for the same material, supplies, equipment or services; that this bid or offer is in all respects
fair and without collusion or fraud; that this Contract is accepted or entered into without any prior
understanding, agreement, or connection to any other entity that could be considered a violation of
law; that I am authorized by the Vendor to execute and submit this bid, offer, or proposal, or any
documents related thereto on Vendor’s behalf; that I am authorized to bind the vendorin a
contractual relationship; and that to the best of my knowledge, the vendor has properly registered

with any State agency that may require registration.

By signing below, I further certify that I understand this Contract is subject to the
provisions of West Virginia Code § 54-3-62, which automatically voids ¢ertain contract
clauses that violate State law; and that pursuant to W. Va. Code 54-3-63, the entity
entering into this contract is prohibited from engaging in a boycott against Israel,

BBEL Cariton, LLC

(Coggny)
(Signature of Authorized Representative)

Charles Moore / Vice President

(Printed Name and Title of Authorized Representative) (Date)
(304) 345-1300 Phone (304) 345-1304 Fex

(Phone Number) (Fax Number)

cmoore@bblcariton.com

(Email Address)
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REQUEST FOR QUOTATION
Building 1 West Wing 3" Floor Restroom Renovations

GENERAL CONSTRUCTION SPECIFICATIONS (No AIA Documents)

1. Purpose and Scope: The General Services Division is soliciting bids to establish a
contract for the selective demolition and renovation of the men’s and women’s restrooms
on the 3™ Floor of the West Wing of Building 1, the Main Capitol building, located on
the Capitol Complex in Charleston, WV. The Vendor shall furnish all materials, labor,
and equipment necessary to complete all Construction Services. The Vendor shall
furnish any incidental work, materials, labor, and equipment that are necessary to
complete the Construction Services, even if such incidental work is not explicitly
included in the Project Plans.

After the pre-bid meeting, Vendors will be escorted to the site where they may
measure and take photographs to aid in the bidding process. No other dates will be
scheduled for public site visits without prior approval.

2.  Definitions: The terms listed below shall have the meanings assigned to them below.
Additional definitions can be found in section 2 of the General Terms and Conditions and
in the Specifications Manual as defined below.

2.1.  “Construction Services” means renovations of the men’s and women’s
restrooms and adjacent spaces on the 3rd floor of the West Wing of the Main
Capitol building, as described in the Project Plans.

2.2,  “Pricing Page” means the pages contained in wvOASIS, attached hereto, or
included in the Specifications/Project Manual upon which Vendor should list its
proposed price for the Construction Services.

2.3. “Project Plans”f‘:means documents developed by the Agency, which are attached
hereto as Exhibits B-D, that provide detailed instructions on how the Construction
Services are to be performed.

24. “Solicitation” means the official notice of an opportunity to supply the State with
Construction Services that is published by the Purchasing Division.

3.  ORDER OF PRECEDENCE: This General Construction Specifications document will
have priority over, and supersede, anything contained in the Specifications/Project
Manual.

4.  Qualifications: Vendor; or Vendor’s staff if requirements are inherently limited to
individuals rather than corporate entities, shall have the following minimum
qualifications:

4.1.  Experience: Vendor, or Vendor’s supervisory staff assigned to this project, must
have successfully completed at least three (3) projects that involved work similar
to that described in these specifications or the Project Plans.
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REQUEST FOR QUOTATION
Building 1 West Wing 3™ Floor Restroom Renovations

4.2.  Compliance with this experience requirement will be determined prior to contract
award by the State through references provided by the Vendor upon request,
through knowledge or documentation of the Vendor’s past projects, through
confirmation of experience requirements from the architect assisting the State in
this project, or some other method that the State determines to be acceptable.
Vendors must provide any documentation requested by the State to assist in
confirmation of compliance with this provision. References, documentation, or
other information to confirm compliance with this experience requirement may be
requested after bid opening and prior to contract award.

5. CONTRACT AWARD: The Contract is intended to provide the Agency with a purchase
price for the Construction Services. The Contract will be awarded to the lowest qualified
responsible bidder meeting the required specifications. If the Pricing Pages contain
alternates/add-ons, the Contract will be awarded based on the grand total of the base bid
and any alternates/add-ons selected.

6. SELECTION OF ALTERNATES: Pursuant to W. Va. Code § 5-22-1(f), any
solicitation of bids shall include no more than five alternates. Alternates, if accepted,
shall be accepted in the order in which they are listed on the bid form. Any unaccepted
alternate contained within a bid shall expire 90 days after the date of the opening of bids
for review. Determination of the lowest qualified responsible bidder shall be based on
the sum of the base bid and any alternates accepted. Alternate selection will be identified
in the Purchase Order.

7. PERFORMANCE: Vendor shall perform the Construction Services in accordance with
this document and the Project Plans.

8. SUBSTITUTIONS: Any substitution requests must be submitted in accordance with the
official question and answer period described in the INSTRUCTIONS TO VENDORS
SUBMITTING BIDS, Paragraph 4. Vendor Question Deadline. Vendors submitting
substitution requests should submit product brochures and product specifications during
the official question and answer period.

9. PROJECT PLANS: The checked box will apply to Project Plans for this solicitation.
XINo Additional Proj éct Plan Documents: There are no additional Project Plans other
than those attached hereto as Exhibits B-D or any subsequent addenda modifying
Exhibits B-D.

10. CONDITIONS OF THE WORK
10.1.  Permits: The Vendor shall procure all necessary permits and licenses to comply

with all applicable Federal, State, or Local laws, regulations and ordinances of
any regulating body.
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10.2.

10.3.

10.4.

REQUEST FOR QUOTATION
Building 1 West Wing 3™ Floor Restroom Renovations

Existing Conditions: If discrepancies are discovered between the existing
conditions and those noted in the specifications, Vendor must immediately notify
the Agency's representative. Vendor must also immediately notify the Agency if
suspected hazardous materials are encountered.

Standard Work Hours: The standard hours of work for this Contract are
prescribed in the Project Plans (Section 011000). Authorization of work outside
of the standard hours of work will not entitle Vendor to additional compensation.

Project Closeout: Project Closeout Procedures are prescribed in the Project
Plans (Section 017700).

11.  FACILITIES ACCESS: Performance of Contract Services may require access cards
and/or keys to gain entrance to Agency’s facilities. In the event that access cards and/or

keys are required:

11.1.

11.2.

11.3.

11.4.

11.5.

Revised 06/08/18

Vendors must identify principal service personnel which will be issued access
cards and/or keys to perform service.

Vendor will be responsible for controlling cards and keys and will pay a
replacement fee, if the cards or keys become lost or stolen.

Vendor shall notify the Agency immediately of any lost, stolen, or missing card or
key.

Anyone performing under this Contract will be subject to Agency’s security
protocol and procedures.

Vendor shall inform all staff of Agency’s security protocol and procedures.



REQUEST FOR QUOTATION
Building 1 West Wing 3¢ Floor Restroom Renovations
CRFQ GSD2500000001

12. MISCELLANEOUS:

12.1.

Contract Manager: During its performance of this Contract, Vendor must designate
and maintain a primary contract manager responsible for overseeing Vendor’s
responsibilities under this Contract. The Contract manager must be available during
normal business hours to address any customer service or other issues related to this
Contract. Vendor should list its Contract manager and his or her contact information

below.

Contract Manager: _Todd Corey

Telephone Number: (304) 345-1300

Fax Number: (304) 345-1304

Email Address: tcorey@bblcarlton.com
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REQUEST FOR QUOTATION
Building 1 West Wing 3" Floor Restroom Renovations
CRFQ GSD2500000001

EXHIBIT A - Pricing Page

Name of Bidder: BBL Carlton, LL.C

The Bidder, being familiar with and understanding the Bidding Documents and also having
examined the site and being familiar with all local conditions affecting the project hereby
proposes to furnish all labor, material, equipment, supplies and transportation and to perform all
Work in accordance with the Bidding Documents within the time set forth for the sum of:

$ 334.500.00 (Base Bid)

Three Hundred Thirty Four Thousand Five Hundred Dollars (Base Bid)

(Show amounts in both words and numbers)(Commodity Line 1 in wvQasis)

Revised 06/08/18



REQUEST FOR QUOTATION
Building 1 West Wing 3 Floor Restroom Renovations

EXHIBIT B - PROJECT PLANS

1. GENERAL REQUIREMENTS/SPECIFICATIONS

1.1.  All Work to be performed in accordance with this Exhibit B and the following
attached Exhibits:

Exhibit C: Specifications
Exhibit D: Drawing

1.2.  Any reference in the Exhibits to “Architect” shall mean the Agency’s Project
Manager. References to AIA Forms are exemplary only, and may be replaced
with similar forms approved by the Owner, as applicable.

1.3.  Should hazardous materials be encountered during the performance of the
Construction Services, Vendor shall immediately notify Agency Project Manager.
Agency has responsibility for conducting hazardous materials abatements. Delays
due to the Owner’s execution of abatement projects may qualify for extensions of
Contract Time.

2. PERFORMANCE: Requirements for the schedule of performance of the Work are
covered in the Specifications.

2.1.  Substantial Completion will be accomplished Fifteen (15) days prior to the
date established in the Notice to Proceed (and in the Contract Term section
of the General Conditions) for Final Completion.

2.2.  Vendor shall pay Liquidated Damages in the amount of $1,000.00 per calendar day
for every calendar day beyond the date for Substantial Completion of the overall
contract, as established by the issuance of the Notice to Proceed, for which
Substantial Completion of the overall project has not been achieved.

3. TRAVEL: Vendor shall be responsible for all mileage and travel time associated with
performance of this contract. Any anticipated mileage or travel costs may be included in
the Vendor’s bid, but such costs will not be paid by the Agency separately.

4. PROJECT SPECIFIC CONDITIONS OF THE WORK

4.1. Warranty

A minimum one-year warranty on labor and materials is required.

Revised 06/08/18



Exhibit C

=
-
4
<
>
-
@,
=
Q
ad
e

Building 1 West Wing
Third Floor Restroom
Renovations

1900 Kanawha Boulevard East
Charleston, West Virginia
State of West Virginia

General Services Division

Procurenient Folder:
GSD1470313

August 8, 2024

Bidding
Documents




Table of Contents

Specifications

Division 01 — General Requirements

011000

012500

012600
012900
013100
013200
013300

014000
015000

016000
017300
017700
017823
017839

Summary

Jobsite Safety Handbook

Background Screening Instructions
Substitution Procedures (post award)
Request For Substitution (After Bid)
Contract Modification Procedures
Payment Procedures

Project Management and Coordination

Construction Progress Documentation ....................ooooovovovoovoooo. 9
Submittal Procedures............oooeeeeeveeeeeeeooeooeeoeeo e 11
SUBMItIA] COVEF SREEL...........c.eeeovevooeveeeeeeeoeeeeoeeeoeeeoeeeooeeeoeoe. 1
Submittal Deviation SReet.................ooeweveereomeemeeeoeooeoseooeeo 1
Quality ReqUIrements ............c..oeveveeeeereeeeee oo 8
Temporary Facilities and Controls.............cowovvereeooeooooooooeo . 8
Product ReqUirements................c.ov.vceeeceeeeeeeeeesoeeeeeooooo . 5
EXECULION ..ottt 9
Closeout ProCedUIEs..............cevvveneeeeeeeeeeeeesce oo, 8
Operation and Maintenance Data...............o.ovovoooeooooooo 8
Project Record DOCUMENLS .............coovovvuveereemeoooooooooo] 4



SECTION 011000 - SUMMARY

PART 1 - GENERAL

1.1 RELATED DOCUMENTS

A. Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

1.2 SUMMARY
A, Section Includes:

Project information.

Work covered by Contract Documents.
Access to site.

Work restrictions.

Coordination with occupants.
Specification and drawing conventions.
Code Compliance.

Phased construction.

Liquidated damages.

0. Work under separate contracts.

S0P NA U AWM

B.  Related Requirements:

1. Section 015000 "Temporary Facilities and Controls” for limitations and procedures
governing temporary use of Owner's facilities.
1.3 PROJECT INFORMATION
A.  This Project consists of the renovation of womens and mens restroom on the Third Floor of
the West Wing of the Main Capitol, located on the West Virginia Capitol Complex,

Charleston, West Virginia, as shown on the Drawing and specified.

1. Project Location: West Virginia State Capitol Complex
Charleston, Kanawha County, West Virginia
Owner: West Virginia Department of Administration, General Services Division, 103
Michigan Avenue, Charleston, West Virginia 25305.

B.  Architect: References herein shall refer to the Agency Project Manager.

1.4 WORK COVERED BY CONTRACT DOCUMENTS

SUMMARY 011000 -1



A.  Work of this project includes, but is not necessarily limited to the following:

1. Selective demolition of existing restrooms.
Construction of new restrooms and finishes where indicated on Drawing and as
specified.

3. Associated Plumbing and HVAC alterations.

4, Associated electrical lighting and power alterations.

B.  Other areas to be protected and those not to be disturbed are indicated on Drawings.
C.  The sequence of procedures is the responsibility of the Contractor.
D.  Type of Contract:

1. Project will be constructed under a single prime contract.

1.5 ACCESS TO SITE

General: Contractor shall have limited use of Project site for construction operations as
indicated on Drawings by the Contract limits and as indicated by requirements of this Section.

A.  Building undergoing interior renovations will be occupied for the duration of construction.
Contractor is to coordinate construction activities so as not to interfere with Owner’s use of said
buildings.

1. Minimize noise and spread of dust and other debris during construction.
Provide not less than two (2) weeks notice to Owner of activities that will affect Owner's
operations, other than interruption of utility services which requires a 72 hour-notice.

3. Protect adjacent building construction and property during construction.

B.  Keep existing building access routes clear of obstructions and debris. Cover and otherwise
protect access route as necessary for duration of construction. Coordinate alternate access routes
with Owner when obstructing existing access route becomes necessary due to construction
operations.

C.  Contractor is to clean, and repair or restore, all areas disturbed by construction operations on a
weekly basis.

D.  Use of the Site: Limit use of the premises to work in areas indicated. Do not disturb portions of
the site beyond the areas in which the Work is required.

1. Driveways and Entrances: Keep driveways and entrances serving the premises clear and
available to the Owner, the Owner's employees, and emergency vehicles at all times. Do
not use these areas for parking or storage of materials. Coordinate with the Owner to
determine areas of materials storage and equipment on-site.

SUMMARY 011000 -2



E. Condition of Existing Building: Maintain portions of existing building affected by construction
operations in a weathertight condition throughout construction period. Repair damage caused by
construction operations.

F. Condition of Existing Grounds: Protect portions of existing grounds, landscaping, and
hardscaping affected by construction operations throughout construction period. Repair damage
caused by construction operations.

G.  Prior to beginning any work covered by the Contract, Vendor shall have read, reviewed and
acknowledged in writing the attached Jobsite Safety Handbook.

1.6 WORK RESTRICTIONS
A. Work Restrictions, General: Comply with restrictions on construction operations.

1. Comply with limitations on use of public streets and with other requirements of
authorities having jurisdiction.

B.  On-Site Work Hours: Work in the existing building can take place anytime, Monday through
Friday. Evening and night work can be approved by Owner.

1. Weekend Hours: Obtain written approval from Owner.

2. General Contractor Supervision: Any subcontractors working in the building must be
supervised by a member of the General Contractor for the duration of the work.

C.  Noise, Vibration, and Odors: Coordinate operations that may result in high levels of noise and
vibration, odors, or other disruption to Owner occupancy with Owner.

1. Notify Owner not less than two days in advance of proposed disruptive operations.
2. Obtain Owner's written permission before proceeding with disruptive operations.

D.  Controlled Substances: Use of tobacco products and other controlled substances on Project site
is not permitted.

E.  All construction personnel are to observe and practice professional personal conduct including
civil language and appropriate working attire at all times while on project site.

F.  Employee Screening: Comply with Owner's requirements for drug and background screening
of Contractor personnel working on Project site.

I. Maintain list of approved screened personnel with Owner's representative.
2. See Attached Background Screening Instructions

1.7 COORDINATION WITH OCCUPANTS

A.  Full Owner Occupancy: Owner will occupy site and existing building(s) during entire
construction period. Cooperate with Owner during construction operations to minimize conflicts
and facilitate Owner usage. Perform the Work so as not to interfere with Owner's day-to-day
operations. Maintain existing exits unless otherwise indicated.
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Maintain access to existing walkways, corridors, and other adjacent occupied or used
facilities. Do not close or obstruct walkways, corridors, or other occupied or used
facilities without written permission from Owner and approval of authorities having
jurisdiction.

Maintain existing building exits in a safe and clear condition free of obstructions and

hazards.

a. Replace those exits that cannot be preserved due to construction operations with
temporary substitute exits that provide adequate and safe exit access paths that are
free of obstructions and hazards.

Notify Owner not less than 72 hours in advance of activities including any interruptions
in utility services that will affect Owner's operations.

B.  Owner Limited Occupancy of Completed Areas of Construction: Owner reserves the right to
occupy and to place and install equipment in completed portions of the Work, prior to
Substantial Completion of the Work, provided such occupancy does not interfere with
completion of the Work. Such placement of equipment and limited occupancy shall not
constitute acceptance of the total Work.

1.

2.

Architect will prepare a Certificate of Substantial Completion for each specific portion of
the Work to be occupied prior to Owner acceptance of the completed Work.

Obtain a Certificate of Occupancy from authorities having jurisdiction before limited
Owner occupancy.

Before limited Owner occupancy, mechanical and electrical systems shall be fully
operational, and required tests and inspections shall be successfully completed. On
occupancy, Owner will operate and maintain mechanical and electrical systems serving
occupied portions of Work.

On occupancy, Owner will assume responsibility for maintenance and custodial service
for occupied portions of Work.

1.8 SPECIFICATION AND DRAWING CONVENTIONS

A.  Specification Format: The Specifications are organized into Divisions and Sections using the
40-division format and CSI "MasterFormat" numbering system.

1.

Section Identification: The Specifications use Section numbers and titles to help cross-
referencing in the Contract Documents. Sections in the Project Manual are in numeric
sequence; however, the sequence is incomplete because all available Section numbers are
not used. Consult the table of contents at the beginning of the Project Manual to
determine numbers and names of Sections in the Contract Documents.

Division 1: Sections in Division 1 govern the execution of the Work of all Sections in
the Specifications.

B.  Specification Content: The Specifications use certain conventions for the style of language and
the intended meaning of certain terms, words, and phrases when used in particular situations.
These conventions are as follows:

SUMMARY
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L. Abbreviated Language: Language used in the Specifications and other Contract
Documents is abbreviated. Words and meanings shall be interpreted as appropriate.
Words implied, but not stated, shall be inferred as the sense requires. Singular words
shall be interpreted as plural, and plural words shall be interpreted as singular where
applicable as the context of the Contract Documents indicates.

2. Imperative mood and streamlined language are generally used in the Specifications.
Requirements expressed in the imperative mood are to be performed by Contractor.
Occasionally, the indicative or subjunctive mood may be used in the Section Text for
clarity to describe responsibilities that must be fulfilled indirectly by Contractor or by
others when so noted.

a. The words "shall,” "shall be," or "shall comply with," depending on the context,
are implied where a colon (:) is used within a sentence or phrase.

C.  Drawing Coordination: Requirements for materials and products identified on Drawings are
described in detail in the Specifications. One or more of the following are used on Drawings to
identify materials and products:

1. Terminology: Materials and products are identified by the typical generic terms used in
the individual Specifications Sections.

2. Abbreviations: Materials and products are identified by abbreviations published as part of
the U.S. National CAD Standard.

3. Keynoting: Materials and products are identified by reference keynotes referencing
Specification Section numbers found in this Project Manual.

1.9 CODE COMPLIANCE

A.  Allwork is to be performed in compliance with applicable Federal and State codes including but
not limited to the International Building Code, International Mechanical Code, Life Safety
Code, NEC, OSHA, UL, ANSI, ASME, SMACNA & ASHRAE and related standards,

1.10 WORK UNDER SEPARATE CONTRACTS

A.  General: Cooperate fully with separate contractors so work on those contracts may be carried
out smoothly, without interfering with or delaying work under this Contract or other
contracts. Coordinate the Work of this Contract with work performed under separate contracts.

B.  Subsequent Work: N/A

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION (Not Used)

END OF SECTION
SUMMARY 011000 -3



Jobsite Safety Handbook

For
Department of Administration (DOA)

General Services Division (GSD)

1900 Kanawha Blvd. East
Building 1, Room MB12
Charleston, WV 25305

THIS HANDBOOK IS TO BE POSTED IN A VISIBLE AREA AT ALL CONSTRUCTION
PROJECTS AND/OR CONTRACTOR WORKSITES

EMERGENCY CONTACTS:
Project Manager:

Name: Phone #:

Emergency Services #:

GSD Safety Section:
Jonathan R. Trout 304-352-5522 Work, 304-205-2721 Mobile

Senior Safety & Environmental Coordinator

Aaron S. Rollins 304-352-5523 Work — 304-380-1969 Mobile

Occupational Safety & Health Coordinator
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JOBSITE SAFETY HANDBOOK

The following is a summary of applicable jobsite safety requirements. This handbook is
intended to be used as a guide and in no way reflects all applicable safety
requirements. All employees are responsible for ensuring a safe working environment.
All hazards must be addressed regardless if they have been addressed in this
handbook.

General Safety: All applicable local safety and OSHA rules and guidelines shall be met
by the Contractor. Work shall be subject to verification and inspection by GSD Safety
representatives. Such verification shall not relieve the Contractor from meeting all
applicable safety regulations and inspection by other agencies.

GSD safety and health procedures are available for review 24/7 in the main Capitol
building basement, MB-69.

1. BUILDING ALARMS

In the event of a fire, sound the alarm and/or notify other building occupants
immediately. Contractor personnel shall respond appropriately to all alarms by
exiting the building immediately and remaining at least 50 feet from the building to
allow for emergency response access.

2. PERSONAL PROTECTIVE EQUIPMENT (PPE)
Workers must use personal protective equipment, such as:

Hard hats when overhead, falling or flying hazards exist;

e Safety glasses or face shields for welding, cutting, nailing (including pneumatic), or
when working with concrete and/or harmful chemicals;

® Proper shoes or boots to lessen slipping hazards and prevent toe crushing and nail
punctures;

¢ Safety belts and/or harness systems for fall protection.

All contractors working on GSD projects are required to follow OSHA PPE regulations.

HOUSEKEEPING AND ACCESS AROUND SITE
Keep all walkways and stairways clear of trash/debris and other materials such as
tools and supplies to prevent tripping.
® Keep boxes, scrap lumber and other materials picked up and put in a dumpster or
trash/debris area to prevent fire and tripping hazards.
¢ Provide enough light to allow workers to see and to prevent accidents.

=

STAIRS AND LADDERS
All stairs are to be equipped with standard handrails.

~
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5.

Keep ladders in good condition and free of defects — Do not use job made ladders.
Inspect ladders before use for broken rungs or other defects so falls don’t happen.

Discard defective ladders.
Secure ladders at the top and brace or tie off at the bottom to prevent them from

slipping and causing falls.

SCAFFOLDS AND OTHER WORK PLATFORMS

Scaffolding is to be assembled and used according to OSHA reguilations.
General scaffolding guidance:

Provide ladders or stairs to access scaffold and work platforms safely.

Keep scaffolds and work platforms free of debris. Keep tools and materials as neat
as possible on scaffolds and platforms. This will help prevent materials from falling
and workers from tripping.

Erect scaffolds on firm and level foundations.

Scaffold legs must be placed on firm footing and secured from movement or tipping,
especially on dirt or similar surfaces (a good foundation is a must).

Erecting and dismantling scaffolds must be under the supervision of a Competent
Person.

The competent person must inspect scaffolds before each use.

Don’t use blocks, bricks, or pieces of lumber to level or stabilize the footings.
Manufactured base plates or “mud sills” made of hardwood or equivalent can be
used.

Planking:

[ ]

Fully plank or use manufactured decking to provide a full work platform on scaffolds.
The platform decking and/or scaffold planks must be scaffold grade and not have
any visible defects.

Extend planks or decking material at least 6’ over the edge or cleat them to prevent
movement. The work platform or planks must not extend more than 12" beyond the
end supports to prevent tipping when stepping or working.

Be sure that manufactured scaffolds are the proper size and that the end hooks are
attached to the scaffold frame.

Guardrails:

Guard scaffold platforms that are more than 10 feet above the ground or floor
surface must have a standard guardrail, If guardrails are not practical, use other fall
protection devices such as safety belts/harnesses and lanyards.

Place the top rail approximately 42” above the work platform or planking, with a
midrail about half that high at 21”.

Install toe boards when other workers are below the scaffold.

Page 3 of 20
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6. FALL PROTECTION

OSHA has specific and detailed requirements for fall protection — refer to 29 CFR 1926
Subpart M, 29 CFR 1910, 29 CFR Subpart I. A few of those requirements are listed
below:

Guarding:

Install guardrails around open floors and walls when the fall distance is 4’ or more.

The top rail must withstand a 200 Ib joad.

¢ Construct guardrails with a top rail approximately 42" high with a midrail about haif
that high at 21”. '

e Install toeboards when other workers are below the work area.

e Cover floor openings larger than 2x2 (inches) with material to safely support the
working load,

* Use other fall protection systems like personal fall arrest systems (harness &
lanyard), slide guards, roof anchors or alternative safe work practices when a
guardrail system cannot be used. Only wear proper shoes or footwear to lessen
slipping hazards.

e Train workers on safe work practices before performing work on foundation walls,
roofs, trusses, or where performing exterior wall erections and floor installations.

» Flagging systems can be used, where appropriate. Flagging systems much comply

with OSHA guidance.

7. EXCAVATION AND TRENCHING

Refer to OSHA regulations for excavation and trenching requirements, along with
regulations for walking and working surfaces: 29 CFR 1926 Subpart P, 29 CFR 1910
Subpart D

Some of the Excavation and Trenching requirements are listed below:

¢ Find the location of all underground utilities by contacting the local utility locating
service before digging.

» Keep workers away from digging equipment and never allow workers in an
excavation when equipment is in use.

e Keep workers from getting between equipment in use and other obstacles and
machinery that can cause crushing hazards.

Keep equipment and the excavated dirt back 2 feet from the edge of the excavation.
¢ Have a competent person conduct daily inspections and correct any hazards before
workers enter a trench or excavation.

e Provide workers a way to get into and out of a trench or excavation. Ladders and
ramps can be used and must be within 25’ of the worker.

e For excavations and utility trenches over 5 feet deep, use shoring (trench boxes),
benching, or slope back the sides. Unless soil analysis has been completed, the
earth’s slope must be at least 1-1/2 horizontal to 1 vertical

» Keep water out of trenches with a pump or drainage system, and inspect the area for
soil movement and potential cave-ins.
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Open ditches more than 24 hours or overnight must have fence protection.

Keep drivers in the cab and workers away when dirt and other debris is being loaded
into dump trucks. Workers must never be allowed under any load and must stay
clear of the back of vehicles.

TOOLS AND EQUIPMENT
Maintain all hand tools and equipment in safe condition and check regularly for
defects. Broken or damaged tools and equipment must be removed from the jobsite.
Use double insulated tools, or ensure the tools are grounded (check for ground
plug).
Equip all power saws (circular, skill, table, etc) with blade guards. Saws must be
turned off when unattended. Unplug all power tools when not in use.
Provide training for workers before pneumatic or powder-actuated tools are used.
Make sure cords are not damaged. The outer insulation must not be cut or
damaged.
Pneumatic and powder-actuated tools must only be used by trained and
experienced personnel. Require proper eye protection for workers.
Never leave cartridges for pneumatic or powder-actuated tools unattended. Keep
equipment in a safe place, according to the manufacturer's instructions.

VEHICLES AND MOBILE EQUIPMENT
Inform workers verbally and provide training to stay clear of backing and turning
vehicles and equipment with rotating cabs.
Maintain back-up alarms for equipment with limited rear view or use someone to
help guide them back.
Verify experience or provide training to crane and heavy equipment operators.
Maintain at least 10 foot clearance from overhead power lines when operating
equipment.
Block up the raised bed when inspecting or repairing dump trucks.
Use a tagline to control materials moved by a crane.

10. ELECTRICAL

Prohibit work on new and existing energized (hot) electrical circuits until all power is
shut off and a positive “Lockout/Tagout System” is in place.

Maintain all electrical tools and equipment in safe condition and check regularly for
defects.

Broken or damaged tools and equipment must be removed from the jobsite.

Protect all temporary power (including extension cords) with Ground Fault Circuit
Interrupters (GFCI's). Plug into a GFCI protected temporary power pole, a GFCI
protected generator, or use a GFCI extension cord to protect against shocks.
Locate and identify overhead electrical power lines. Make sure that ladders,
scaffolds, equipment or materials never come within 10 feet of electrical power lines.
Exterior electrical must be approved for exterior use (no internal junction boxes).
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11. FIRE PREVENTION

e Provide fire extinguishers near all welding, soldering or other ignition sources.

¢ Avoid spraying paint, solvents or other types of flammable materials in rooms with
poor ventilation. Build up of fumes and vapors can cause explosions or fires.

» Store gasoline and other flammable materials in a safety can outdoors or in an
approved storage facility. (Metal cans with self-sealing lids).

* Provide one fire extinguisher within 100 feet of Trade Partners & Employees for each

3000 square feet of building.

» Store gasoline and other flammable materials in a safety can outdoors or in an
approved storage facility. (Metal cans with self-sealing lids)

® Provide one fire extinguisher within 100 feet of Trade Partners & Employees for each
3000 square feet of building.

12, HOT WORK PERMITS

Contractors and their Subcontractors, and employees shall obtain Owner’s
permission prior to performing any work that requires an open flame, creates
sparks, use’s equipment that created combustible temperatures, or performs any
work that could result in a fire hazard. Owner representative will review the work
area and issue a hot work permit prior to contractor commencing work. Note that
the contractor and sub’s as well employees must follow OSHA Standard 1910.252,
specifically tailored to welding, cutting, grinding and brazing operations and GSD
standard operating procedures SOP 2.11. Note. see SOP 2.11 and hot work permit
attached.

e Use hot work permits when conducting work that may lead to a fire, explosion or
release. Such permits may be needed when:

Close by or near to flammable or combustible equipment with an open flame
Welding,

Burning,

Hot tapping,

Grinding,

Near equipment capable of generating a spark

A Fire Watch needs to understand how to:

Watch for fire,

Sound an alarm,

Use a fire extinguisher properly,

Watch for slag or sparks that may resuit in a fire or injure nearby workers.
Assure those involved are authorized, trained and competent.

Periodically monitor hot work for compliance with permit requirements.

Reference OSHA Part Number:1910
Part Number Title:Occupational Safety and Health Standards

Page 6 of 20
Rev. 04/25/24



Subpart: 1910 Subpart Q

Subpart Title:Welding, Cutting and Brazing
Standard Number: 1910.252

Title: General requirements.

GPO Source: e-CFR

13. CHEMICAL HAZARDS

All hazardous chemicals present in the workplace must have an up-to-date Material
Safety Data Sheet (MSDS). All contractors shall maintain MSDS for chemicals used or
stored at GSD facilities. All warnings and directions for use must be followed.

14. CONFINED SPACES

By definition, a confined space:
e Islarge enough for an employee to enter fully and perform assigned work;
e Is not designed for continuous occupancy by the employee; and
¢ Has alimited or restricted means of entry or exit.
These spaces may include underground vaults, tanks, storage bins, pits and diked
areas, vessels, silos and other similar areas.

By definition, a permit-required confined space has one or more of these
characteristics:
» Contains or has the potential to contain a hazardous atmosphere;
¢ Contains a material with the potential to engulf someone who enters the
space;
¢ Hasan internal configuration that might cause an entrant to be trapped or
asphyxiated by inwardly converging walls or by a floor that slopes downward
and tapers to a smaller cross section; and/or
¢ Contains any other recognized serious safety or health hazards.

Entry into confined spaces without an evaluation is forbidden. Entry into
permit-required confined spaces requires compliance with all OSHA requirements.
Entry into non-permit spaces will require an evaluation to confirm that conditions
remain non-permit required.

Contractors that perform confined space entry activities are required to comply

with OSHA regulations. GSD will not provide confined space rescue equipment.
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15. LOCK-OUT/TAG-OUT

Before working on, repairing, adjusting or replacing equipment and machinery, all
appropriate safety procedures, including lockout/tagout, must be utilized to place the
machinery or equipment in a neutral or zero mechanical state.

Outside contractors are expected to have knowledge of lock-out/tag-out requirements.
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GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL

L

PAGE 1 OF 10

P

Purpose and Scope

The purpose of this procedure is to establish minimum guidelines to ensure the safety and
health of personnel and prevent fires resulting from temporary operations involving hot
work. This includes, but is not limited to welding, torch-cutting, soldering, and brazing.
This program will require the issuance of a “Hot Work Permit” before beginning hot
work. This procedure applies to West Virginia State Government employees and
contractors who perform or supervise hot work activities in existing buildings, new
construction in existing buildings, and new construction attached to existing buildings. It
also applies to new construction, once the building has been “enclosed”.

This procedure does not apply to areas that are specifically designed and equipped for
such operations, e.g. welding stations at the craft shops including the Chiller Plant,
Questions regarding applicability of this procedure should be directed to the Office of

Environmental Health and Safety.

Contractors must have a hot work procedure that conforms to all OSHA regulatory
requirements, including a fire watch while performing hot work on West Virginia State

Government property.

2.0 References

2.1 OSHA 29CFR 1910,252: Fire Prevention and Protection

22 OSHA 1910.252 — Welding, Cutting, and Brazing

23 OSHA 1926.352 — Fire Prevention

2.4 NFPA 51B ~ Fire Prevention in Use of Cutting and Welding Processes

3.0 Attachments

3.1 Attachment 1: Hot Work Permit
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GENERAL SERVICES DIVISION SOP NUMBER | EFFECTIVE DATE
STANDARD OPERATING PROCEDURE

TITLE: HOT WORK PERMIT AND PROCEDURES

2.11 November 1, 2007
APPROVAL

4.0 Definitions

4.1

4.2

43

44

4.5

4.6

4.7

4.8

49
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Arc welding is a welding process where similar materials are joined with a
heating process caused by an electric arc.

Brazing is a process intended to permanently join two or more
metals/materials together to form a single assembly by heating them in the
presence of a filler metal that begins to melt above 450° C (840° F).

Cutting is to separate metals by using any gas, electric arc or flammable,
or combination thereof,

Grinding is to crush, pulverize, or reduce to powder by friction, especially
by rubbing between two hard surfaces,

Fire watch A person assigned to watch for fires resulting from hot work.

Hot Work Spark/fire producing activities to include welding, torch cuiting,
brazing, torch soldering that are not performed within the parameters of a
controiled environment, e.g. shop area that is designed / equipped for these
types of activities.

Non-fire causing work is work which may interfere with fire protection
systems but does not have the potential to start a fire. Some examples
include dust generating work (e.g., sanding) or steam generating work.

Non-torch operation is all other hot work operations other than defined
‘Forch Operations.

Soldering is to unite (metallic surfaces or edges) by the intervention of a
more fusible metal or metallic alloy applied when melted; to join by
means of metallic cement.
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GENERAL SERVICES DIVISION SOP NUMBER

STANDARD OPERATING PROCEDURE
2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL

PAGE 3 OF 10

4.10  Torch operation is a hot work operation where flammable gases are mixed

with an oxidizer to create a flame (e.g., oxy-acetylene.)

4.11 Welding is a process that joins metals by heating them to a melting point

and allowing them to fuse or flow together, sometimes with an

intermediate or filler metal having a high melting point.

=

PROCEDURE

Everyone working with hot work has certain responsibilities. It is very important

that every individual is familiar with his/her responsibilities.

4.12 En.vironmental Health and Safety Office

4.12.1 Review and update the West Virginia Capitol Hot Work Procedure

to conform to current CFR standards.

4.12.2 Monitor compliance with standards set forth in the program by

periodic inspections.

4.12.3 Assist Supervisors by providing training as set forth in procedure.

4.13  Project Managers

4.13.1 Oversee contractor work activities.

4.14  Supervisors

4.14.1 Ensure that affected employees comply with requirements

established within this procedure.

Page 11 of 20
Rev. 04/25/24




GENERAL SERVICES DIVISION SOP NUMBER

STANDARD OPERATING PROCEDURE
2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL

PAGE 4 OF 10

4,14.2 Approve hot work activities via issuing the Hot Work Permit.

4,14.3 ldentify “designated shop areas” where physical fire prevention
’ measures are in place to prevent inadvertent fire, and therefore a

hot work permit process is not warranted.

4.14.4 Ensure that personnel are appropriately trained to fulfill their

assigned duties during hot work operations.

4.15 Employees

4.15.1 Complete adherence to the requirements of this program and

successful completion of all required training,

4.15.2 Obtain a hot work permit prior to starting work,

4.15.3 Ensure that all cutting and welding equipment is in satisfactory

condition and in good repair.

4.15.4 Ensure that work being performed is within the scope of the permit
and that all precautionary measures listed on the permit are in

effect.

4,16 Fire Watch

4.16.1 Evaluate the worksite and planned hot work operations for

potential fire hazards as required in the hot work permit,

4.16.2 Inspect the area where hot work is planned to take place, ensuring
that all necessary precautions have been taken to prevent the

possibility of fire.
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GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL
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4.16.3 Observe hot work-in-progress to ensure that all fire protection

measutes are in place,

4.16.4 Ensure fire extinguishing equipment is at the location where hot

work is being performed.

4.16.5 Understand the alarm procedures in the facility in case of an

uncontrolled fire.

4.16.6 Inspect the area for 30 minutes after hot work to ensure that no

potential for fire exists.

4.16.7 Close out the hot work permit and return it to the

supervisor/foreman for filing.

5.0 Training

All departmental personnel are to receive “awareness level” training on the

general rules associated with this procedure.

5.1  Awareness training consists of:

5.1.1 The purpose of the Hot Work Procedure.

5.1.2 What activities are considered hot work and when a fire watch is

necessary.

5.1.3 General precautions related to fire protection for those engaged in

hot work.

5.1.4  Awareness training is required annually along with additional

training requirements for those acting as Fire Watches.

52  Fire Watch training consists of’
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GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL
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5.21
522

523

524

Specific responsibilities as outlined in this procedure.
Training on the use of fire protection equipment.

General precautions on work locations, safe distances, openings,
and cracks in surfaces in hot work area.

Hands-on training of fire extinguishing equipment is to be
conducted every three years and general fire extinguisher
(classroom) training every year.

5.3  Personnel engaged in hot work activities are to be trained on the safe work
procedures/practices associated with specific hot work activities, e.g.
welding, burning, etc.

5.4  Training documentation is to be maintained by each department for a
minimum of 5 years.

6.0  Procedures

6.1  General Requirements

6.1.1 A Hot Work Permit (Attachment 1) is required for all hot work as
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6.1.3

defined in section 4.0. (The supervisor/foreman is responsible for
completion and issuance of hot work permits.)

A Fire Watch is required in hot work locations where appreciable
combustible material is closer than 35 feet to the point of
operation.

The permit must have all informational data on the top of the form
and the pre-work checklist completed and signed by the attending
fire watch prior to commencement of work.



GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL
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6.1.4

6.1.6

6.1.7

6.1.9

6.1.10

6.1.11

6.1.12

The hot work permit must be posted at the location of the work
being performed during the entire time hot work is being
conducted.

The permit may only be issued for a period not to exceed five
business days.

The person performing the hot work cannot act as a fire watch at
the same time.

Openings or cracks in walls, floors, or ducts within 35 feet of the
hot work area must be tighily covered to prevent the passage of
sparks to adjacent areas.

Ventilation systems that might carry sparks to distant combustibles
must be protected or shut off.

Combustible floors (except wood on concrete) must be kept wet,
covered with damp sand, or protected by fire-resistant shields.

If hot work is to be performed on a metal wall, partition, ceiling, or
roof, precautions must be taken to prevent ignition of combustibles
on the other side.

Where possible, the work should be moved to a remote location,
where there will not be a chance of setting a fire. If the work
cannot be moved, combustibles should be taken a safe distance
away (at least 35 feet) or the combustibles must be properly
shielded from ignition sources.

A fully charged and operable fire extinguisher, appropriate for the
type of possible fire, must be available at the work area.



GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL
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6.2

6.1.13 All personnel (employees, contractors, building occupants) and
facilities must be suitably protected against hazards generated by
the work.

6.1.14 All personnel performing hot work must use the appropriate
Personal Protective Equipment,

6.1.15 After the hot work is complete, the fire watch must remain at the
work site for 30 minutes.

6.1.16 After the Fire Watch performs his post-hot work inspection, he/she
is to sign the bottom of the form and return it to the responsible
Supervisor.

6.1.17 When hot work is conducted in a confine space, the confine space
will be changed to a permit required confined space unless prior
approval is given from the Environmental Health and Safety
Office.

6.1.18 All hot work permits are to be maintained on file in the
supervisor’s office for a period of one year.

Hot Work Permit Instruction

A Hot Work Permit is required whenever welding or cutting is performed
outside of designated approved areas [Note: Contractors are not required
10 utilize a Hot Work permit, but some form of written authorization is
recommended. ]

6.2.1 Partl

6.2.1.1 The supervisor will complete and retain Part ]
authorizing the hot work.



GENERAL SERVICES DIVISION SOP NUMBER | EFFECTIVE DATE
STANDARD OPERATING PROCEDURE

TITLE: HOT WORK PERMIT AND PROCEDURES

2.11 November 1, 2007
APPROVAL
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NOTE: If a hot work permit is required at a job site, the
supervisor approval may be provided via radio. The
individual performing the hot work must print the supervisors
name followed by “Via Radio” in the authorization section.
(e.g. John Smith/Via Radio)

6.2.1.2 The supervisor is to check () all applicable
“REQUIRED PRECAUTIONS?” on the right side of
the permit.

6.2.1.3 Part 2 is given to the person performing the hot work.

622 Part2

6.2.2.1 The employee performing the work will inspect the
work area and determine if a fire waich is necessary.

NOTE: A Fire Watch is required in hot work locations where
appreciable combustible material is closer than 35 feet to the
point of operation.

6.2.2.2 If a fire watch is deemed nat necessary, the individual
performing the work will fill out Part 2 of the Hot
Work Permit and print “N/A” over the “FIRE
WATCH/HOT WORK AREA MONITORING”
section, followed by his/her initials.

6.2.2.3 Once work is completed, the Hot Work Permit is
returned to the supervisor.

6.2.2.4 If a fire watch is necessary, the supervisor must be
notified and a fire watch assigned to the work area.
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GENERAL SERVICES DIVISION
STANDARD OPERATING PROCEDURE

SOP NUMBER

2.11

EFFECTIVE DATE

November 1, 2007

TITLE: HOT WORK PERMIT AND PROCEDURES

APPROVAL
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6.2.2.5 The fire watch will fill out the REQUIRED

PRECAUTIONS CHECKLIST and sign the FIRE
WATCH SIGNOFF section.

6.2.2.6 Thirty minutes after the hot work is completed, the
fire watch will conduct a final check of the area and
sign the FINAL CHECK-UP section.

6.2.2.7 After the Hot Work Permit is completed, it is to be
returned to the supervisor for filing.

=

POSTING

7.1  Employees and Contractor's Representatives are
responsible for the completion, posting or presentation
of a fully approved Hot Work Permit (attachment 1.)
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ATTACHMENT 1 GSD HOT WORK PERMIT 2.11 Page 1 of 2

GENERAL SERVICES HOT-WORK PERMIT
Applies Only to Area Specified Below

Date: / / Building; Floor:

Nature of Job:

The above location has been examined; the precautions checked below have been taken to prevent fire.
Precautions
The supervisor must inspect the proposed work area and check precautions to prevent fire.

General Precautions

Sprinklers and/or fire host in service

!

Cutting and welding equipment in good repair

1

Area supervisor notified

Precautions within 35 Feet of Work

Floors swept clean of combustibles

Combustible floors wet down, covered with damp sand, metal, or fireproof sheets

No combustible materlals or flammable liquids

Combustibles and flammable fiquids protected with fire-proof tarpaulins or metal shields
All wall and floor openings covered

T T

Fireproof tarpaulins suspended beneath work to collect sparks and protect pedestrians

Work on Walls or Ceilings

1

Construction noncombustible and without combustible covering or Insulation

Combustibles moved away from opposite side
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Work on Enclosed Equipment Page 2 of2

Equipment deaned of all combustibles

-

Contalners purged of flammable vapors

adequate air flow through enclosed equipment to be provided while cutting and welding is done

Fire watch

To be provided during and for 30 minutes after operation

“1

Supplied with extinguishers or small hose

Trained in use of equipment and in sounding alarms

I have personally examined the above and certify that the checked precautions have been taken.

Signed: (Contractor Performing Work)
Signed: (Safety)
Signed _ (O&M Manager)

Permission is granted for this Work

Permit Expires on /. / at : AM/PM
Signed: {Area Supervisor)
Time Started: : AM/PM H AM/PM
Final Check-Up

Work area and alt adjacent areas to which sparks and heat might have spread ( such as fioors above and
below and on opposite sides of walls were inspected for at least 30 minutes after the work was completed
and were found fire safe,

Signed: {Contractor Performing Work)

After signing, return permit to person who issued it.
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DEPARTMENT OF HOMELAND SECURITY
CAPITOL POLICE

DIVISION OF PROTECTIVE SERVICES

Building 1, Room 152-A
1900 Kanawha Boulevard, East
Charleston, West Virginia 25305
Telephone: 304-558-9911
Fax: 304-558-5604

Jack C. Chambers

Kevin J. Foreman
Deputy Director

Director

Memorandum

To: All State Agencies awarding contracts for vendors working at the Capitol Complex property or
vendors that place employees either working on state facilities or working remotely via
computer and have access to sensitive information or systems.

From: Kevin J. Foreman, Director
WYVDPS Capitol Police

Ref:  Instructions for individuals to obtain fingerprints spending unit responsibilities

The government entities obtaining services from vendors and contractors shall obtain a list of the
individuals that will be present on the capitol complex and forward the list along with a completed and
signed WVDPS Form 12-26 to this office in order for us to verify the names when we receive results
from IndentoGo/Idemia. Please call the main office for an email address to send them or fax them to 304-

558-5604.

Attached to this memorandum are the WVDPS Form 12-26 and Privacv Act Statement that must be given
to the applicant prior to being fingerprinted. The WVDPS Form 12-26 must be completed and received
by this office prior to an, backeround information beiny approved. Vendor applicants must make an
appointment by calling the toll free number 1-855-766-7746 or register online at www.identogo.com.
Large groups can be accommodated, but prior arrangements must be made with IdentoGo. The web site
lists multiple locations across the state for fingerprinting,

Payment must be received at the time of printing and the fee is the responsibility of the vendor or
contractor holding the contract. Prepayment is available once an account with IdentoGo has been set up.
Ayain, the WVDPS Form 12-26 is to be sent to Capitol Police prior to the fin erprinting at IdentoGo. All
background checks must be WV State and Federal Backgrounds to be acceptable.

If you have any questions feel free to contact me at 304-558-9911,

Revised: 8/30/2021

File: 2018-012



NONCRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS

As an applicant who is the subject of a national fingerprint-based criminal history record check for
a noncriminal justice purpose (such as an application for a job or license, an immigration or
naturalization matter, security clearance, or adoption), you have certain rights which are discussed

below.

-

¢  You must be provided ,\yﬁtfen notlﬁcai‘tmu that your ﬁngerprmts will be used to check the
criminal history rgmrds of thg FBL. ¢ .

= Ifyou havea ghlnal hlstary teécord, the ofﬁcials makmga determination of your
suitability fog the > job, hcense, or uth;,z, yenelit fast provide you the opportunity to
complete o chaﬁenge the acgmcy of the iniforiition in the record.

¢ The ofﬂgﬁals must-advise ggﬁu thiat thie procedsires for obtaining a change, correction, or

updating of your cnmniil history record de set fovth at Title 28 Code. ef Federal

o

Regulg‘uons (CFR), Sﬂctmn 634, €, s

» IHfyoiihavésa cnmmal History peraidy y!m: shguid e afforded s msanabie ‘amdunt of time
to co&frect or compféte ﬂn; keeord {or ilécline to do so) before the uﬁﬁcml&ﬂeny y?u the job,
llcense, o;‘ uther b@eﬁt‘{iﬁseﬂ ofi mibrmatwn in the cnmmal Inst@;‘y retf:tird.z

Sef TR .
You havé the nght to expwt thai offnial fﬂaexmg Hhie feésmits of the grf, aina hlstm'y record

check will use it only ib# anthorized PuFposes and will not retain or {ﬁssemiimte it ;ﬁ violation of
federal statuie, reginlation or executive vrder, or rule, procedure or; sta&ﬂani Mhhshed by the

i

National Crimie Prevexdion and Privacy Q‘mwmd N N /

’r

If agency policy perniits, the officials inay provide you mﬁl # copy of gﬁnr FBI criminal
history record for réview and’ pussible ¢hallenge, IF: shency peoticy Qs nyf permit it to
provide you a copy of thg record, you may oﬂ'fnm a vopy of the i'&tmi };y submitting
fingerprints and a fee t6’ thg FBL. Information regardi; ﬂija ;)mgeﬂs may be obtained at
http llwwmibn.eov/about-uslc‘nsﬂ)hek rounidscliechs..

n—"

X you decide to challenge the accuracy or. gompletcness af Yon;;Bl criminal history record,
you should send your challenge to the agency y that contributed the questioned information to the
FBIL. Alternatively, you may send your challenge directly to the FBI. The FBI will then
forward your challenge to the agency that contributed the questioned information and request
the agency to verify or correct the challenged entry. Upon receipt of an official communication
from that agency, the FBI will make any necessary changes/corrections to your record in
accordance with the information supplied by that agency. (See 28 CFR 16.30 through 16.34.)

! Written notification includes electronic notification, but excludes oral notification.

* See 28 CFR 50.12(b).
? See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d) and 906.2(d).




Scheduling an appointment:

Step
1.

2.

Ve N oorw

by step process to schedule an appointment online:

Go to www.identoco.com

In the middle of the page, you will see “Search for services by state”.
Select West Virginia from the dropdown and go,

Next screen, scroll down and select Digital Fingerprinting,

Next screen, enter the Service Code 228NY1 and go,

Next screen, select “Schedule or Manage Appointment?,

Next screen, enter your essential information (Name, DOB, phone, etc.)
and select next,

Next screen, enter your country of birth, city of birth, state of birth, and
country of citizenship and select next,

Next screen, answer the personal questions and select next,

Next screen, enter your personal information (height, weight, gender,

ete.),

10. Next screen, enter your mailing address, then select next,
11. Next screen, select the documents you will bring to your appointment

(driver’s license, passport, etc.), then select next,

12. Next screen, enter a postal code, city or state to search for location, a

list of locations will come up. Select the location for your appointment,
and select next,

13. Next screen, you will enter payment information, select next,
14, Next screen, you will be able to select your date and time for your

appointment.

mrApplicant will follow the instructions for scheduling an appointment online, ****++

IMPORTANT NOTE: The applicant should print the confirmation page. If
printer is not available applicant must write down their appointment
confirmation number, then click finish.



Revised 5/2019

-WVDPS FORM 12-26
DIVISION OF PROTECTIVE SERVICES CAPITOL POLICE
STATE OF WEST VIRGINIA
aggﬂslzss%]:é:? BADGE/BACKGROUND INQUIRY Access Card Number
[CJcontractor/Vendor [CPress
[JBackground Inquiry  [JAccess Card [JID Badge Expiration: [] Photo attached (contractors only)
[OModification [Jcancel Card [Icard Returned [CJcard not returned

Please report lost or stolen access cards/ID Badges immediately to the Division of Protective Services access card coordinator at
558-4443, or the main office at 558-9911. Replacement cost for a lost or stolen access card or ID Badge is $10.00 (cash, money order, or
check payable to Division of Protective Services). Email forms with photos to: margaret.m.cash@cappd.wvsp.gov

Please print the following personal information:

Name: (Last, First, M.)

Mailing Address:

Cellular Phone: Date of Birth;

Home Phone; _
A varding Contract/C 'Phone;

Company Name/Contact Name/Business Phone: _ I

TypeofWerk: Building # Work Area:
Driver’s License Number/State:
Vehicle Information:

Year Make Maodel Color Vehicle License Number
Person to contact in case of an emergency:
Relationship; — o= Phone Number;

Building Access Requested

Building: [Jo1 03 [Jo4 [Jos [Jos o7 [TJoo [J10 (J1r 15 [116 [J17 Cz0 21 22 Tz23 [J24 O2s M27 O3z O
33 [J34[36 [137 [J53 154 [74 [J84 (186 [J88 [197 [] Plaza East [ ] DNR Forks of Coal [ ] DOH Weston [] DOH Dry
Branch [] Economic Development

Access Time Requested: [J Public Hours M-F ["] Extended Business Hours (530am- 7:30pm) M-F
[J Extended Business Hours (530am- 7;30pm) M-SSH 2477
Access needed on: [ saturdays [J sundays ] Holidays
Access needed in other Buildings: [ Yes [JNo If yes, which buildings:
( )
‘Agency Access Card Coordinator Sighature Date Requesting Agency Phone Number

Applicant Background Inguiry

Pursuant to West Virginia Code 15-2D-3 (e}, service providers, such as vendors or contractors, whose employees are regularly
employed on the grounds or in the buildings of the Capitol complex, or whe have access to sensitive or critical information, are
required to submit to a fingerprint based criminal history investigation completed by both the West Virginia State Police and Federal

Bureau of Investigation, Privacy Act Statement Attached.

Applicants are required to complete this application and forward the same to the Division of Protective Services before fingerprints
are submitted at IdentoGo {Idemia). Applicants have the opportunity to complete or challenge the accuracy contained in the FBI
identification record, The procedures for obtaining a change, correction, or updating of your FEI criminal history record are set

forth in Title 28, Code of Federal Regulations (CFR), Section 16.34.

Applicant’s Signature:




SECTION 012500 - SUBSTITUTION PROCEDURES (post-award)

PART 1 - GENERAL

1.1 RELATED DOCUMENTS
A.  Drawings and general provisions of the Contract and other Division 01 Specification
Sections, apply to this Section.
1.2 SUMMARY
A.  Section includes administrative and procedural requirements for substitutions after contract execution.
B.  Related Requirements:
1. Section 016000 "Product Requirements" for requirements for submitting comparable product
submiittals for products by listed manufacturers.
1.3 DEFINITIONS
A.  Substitutions: Changes in products, materials, equipment, and methods of construction from those
required by the Contract Documents and proposed by Contractor.

1. Substitutions for Cause: Changes proposed by Contractor that are required due to changed Project
conditions, such as unavailability of product, regulatory changes, or unavailability of required
warranty terms.,

2. Substitutions for Convenience: Changes proposed by Contractor or Owner that are not required in
order to meet other Project requirements but may offer advantage to Contractor or Owner.

1.4 ACTION SUBMITTALS
A.  Substitution Request Submittal: The Architect will consider requests for substitution if received

within 60 days after issuance of Owner’s Notice To Proceed. Requests received more than 60

days after commencement of the Work may be considered or rejected at the discretion of the Architect.

1. Submit one copy of each request for substitution for consideration. Submit requests in the
form and according to procedures required for change-order proposals.

a. Use “Substitution Request Cover Sheet (After Bid),” included at the end of this Section.
b. Complete all information called for on cover sheet.

2. Identify the product or the fabrication or installation method to be replaced in each request.
Include related Specification Section and Drawing numbers.

3. Documentation: Show compliance with requirements for substitutions and the following, as
applicable:

SUBSTITUTION PROCEDURES

(post-award) 012500-1
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Statement indicating why specified product or fabrication or installation cannot be
provided, if applicable.

Coordination information, including a list of changes or revisions needed to other parts of
the Work and to construction performed by Owner and separate contractors, that will be
necessary to accommodate proposed substitution.

Detailed comparison of significant qualities of proposed substitution with those of the
Work specified. Include annotated copy of applicable Specification Section. Significant
qualities may include attributes such as performance, weight, size, durability, visual effect,
sustainable design characteristics, warranties, and specific features and requirements
indicated. Indicate deviations, if any, from the Work specified.

Product Data, including drawings and descriptions of products and fabrication and
installation procedures.

Samples, where applicable or requested.

Certificates and qualification data, where applicable or requested.

List of similar installations for completed projects with project names and addresses and
names and addresses of architects and owners.

Material test reports from a qualified testing agency indicating and interpreting test results
for compliance with requirements indicated.

Research reports evidencing compliance with building code in effect for Project .
Detailed comparison of Contractor's construction schedule using proposed substitution
with products specified for the Work, including effect on the overall Contract Time. If
specified product or method of construction cannot be provided within the Contract Time,
include letter from manufacturer, on manufacturer's letterhead, stating date of receipt of
purchase order, lack of availability, or delays in delivery.

Cost information, including a proposal of change, if any, in the Contract Sum.

Contractor's certification that proposed substitution complies with requirements in the
Contract Documents except as indicated in substitution request, is compatible with related
materials, and is appropriate for applications indicated.

Contractor's waiver of rights to additional payment or time that may subsequently
become necessary because of failure of proposed substitution to produce indicated results.

Architect's Action: If necessary, Architect will request additional information or documentation
for evaluation within seven days of receipt of a request for substitution. Architect will notify
Contractor of acceptance or rejection of proposed substitution within 15 days of receipt of
request, or seven days of receipt of additional information or documentation, whichever is later.

a.

b.

Forms of Acceptance: Change Order, Construction Change Directive, or Architect's
Supplemental Instructions for minor changes in the Work.

Use product specified if Architect does not issue a decision on use of a proposed
substitution within time allocated.

1.5 QUALITY ASSURANCE

A.  Compatibility of Substitutions: Investigate and document compatibility of proposed substitution with
related products and materials. Engage a qualified testing agency to perform compatibility tests
recommended by manufacturers.

SUBSTITUTION PROCEDURES
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1.6 PROCEDURES

A.  Coordination: Revise or adjust affected work as necessary to integrate work of the approved
substitutions.

PART 2 - PRODUCTS

2.1 SUBSTITUTIONS

A.  Substitutions for Cause: Submit requests for substitution immediately on discovery of need for change,
but not later than 15 days prior to time required for preparation and review of related submittals.

L. Conditions: Architect will consider Contractor's request for substitution when the following
conditions are satisfied. If the following conditions are not satisfied, Architect will return requests
without action, except to record noncompliance with these requirements:

a.

b.

ol R W

Requested substitution is consistent with the Contract Documents and will produce
indicated results.

Requested substitution provides sustainable design characteristics that specified product
provided.

Substitution request is fully documented and properly submitted.

Requested substitution will not adversely affect Contractor's construction schedule.
Requested substitution has received necessary approvals of authorities having jurisdiction.
Requested substitution is compatible with other portions of the Work.

Requested substitution has been coordinated with other portions of the Work.

Requested substitution provides specified warranty.

If requested substitution involves more than one contractor, requested substitution has been
coordinated with other portions of the Work, is uniform and consistent, is compatible with
other products, and is acceptable to all contractors involved.

B.  Substitutions for Convenience: Architect will consider requests for substitution if received within 60
days after issuance of Owner’s Notice to Proceed. Requests received after that time may be considered
or rejected at discretion of Architect.

1. Conditions: Architect will consider Contractor's request for substitution when the following
conditions are satisfied. If the following conditions are not satisfied, Architect will return requests
without action, except to record noncompliance with these requirements:

a. Requested substitution offers Owner a substantial advantage in cost, time, energy
conservation, or other considerations, after deducting additional responsibilities Owner
must assume. Owner's additional responsibilities may include compensation to Architect
for redesign and evaluation services, increased cost of other construction by Owner, and
similar considerations.

b. Requested substitution does not require extensive revisions to the Contract Documents.

c. Requested substitution is consistent with the Contract Documents and will produce
indicated results.

d. Substitution request is fully documented and properly submitted.

e. Requested substitution will not adversely affect Contractor's construction schedule.

f. Requested substitution has received necessary approvals of authorities having jurisdiction.

SUBSTITUTION PROCEDURES
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Requested substitution is compatible with other portions of the Work.

Requested substitution has been coordinated with other portions of the Work.

Requested substitution provides specified warranty.

If requested substitution involves more than one contractor, requested substitution has been
coordinated with other portions of the Work, is uniform and consistent, is compatible with
other products, and is acceptable to all contractors involved.

PART 3 - EXECUTION (Not Used)

END OF SECTION

SUBSTITUTION PROCEDURES
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REQUEST FOR SUBSTITUTION (AFTER BID)

This form must be submitted by a prime Contractor. Submissions by subcontractors, suppliers or product
representatives will not be accepted.

Instructions:

L. Include product description, manufacturer’s specifications, drawings, Dphotographs, performance and test
data adequate for evaluation of the request.
2. Include description of changes, if any, to Contract Documents required for the proper installation of

proposed substitution.
3. When more than one model or system is shown on data submitted, identify specific product, including model

or system and all applicable accessories to be proposed as a substitute.

To: Kari Westfall Email: Kari.j.westfall@wv.gov

Date:

Project Name;
Section & Article:
Specified Product/Manufacturer:

Proposed Substitute:

Substitutions after bid are only permitted for one of the reasons indicated in Section 012500 — Substitution
Procedures (post-award). Substitution requests submitted for reasons other than those listed will be rejected
and returned without action. Indicate below the reason for this substitution request:

The specified product/system cannot be provided with the Contract Time. The request will not be
considered if the product/system cannot be provided as a result of failure to pursue the Work promptly or

coordinate activities properly.

The specified product/system cannot receive necessary approval by governing authorities or warranty
requirements cannot be met, or is for Owner or Contractor Convenience.

The undersigned also certifies that the following statements are correct:

1. The function, appearance, quality and warranty of the proposed substitution are equivalent or superior to the
specified product or system.

2. The proposed substitution does not affect dimensions shown on Drawings.

3. The proposed substitution shall not change the building design, engineering design or detailing.

4. The proposed substitution shall have no adverse effect on other trades, the construction schedule or specified
warranty requirements.

5. Maintenance and service parts shall be locally available for the proposed substitution.

Submitted by: Architect’s Review Comments:

Signature/Title: Accepted __ Accepted As Noted

Prime Contractor: Not Accepted __ Received Too Late
Signature:

Attachments:

SUBSTITUTION PROCEDURES
(post-award) 012500-5




SECTION 012600 - CONTRACT MODIFICATION PROCEDURES

PART 1 - GENERAL

1.1 RELATED DOCUMENTS

A. Drawings and general provisions of the Contract and other Division 01 Specification Sections
apply to this Section.

1.2 SUMMARY

A.  Section includes administrative and procedural requirements for handling and processing
Contract modifications.

B.  Related Requirements:

1. Section 012500 "Substitution Procedures (post-award)" for administrative procedures for
handling requests for substitutions made after the Contract award.

1.3 MINOR CHANGES IN THE WORK

A.  Architect will issue supplemental instructions authorizing minor changes in the Work, not
involving adjustment to the Contract Sum or the Contract Time, in a written format
designated by the Owner.

1.4 PROPOSAL REQUESTS

A.  Owner-Initiated Proposal Requests: Architect will issue a detailed description of proposed
changes in the Work that may require adjustment to the Contract Sum or the Contract Time. If
necessary, the description will include supplemental or revised Drawings and Specifications.

1. Proposal Requests issued by Architect are for information only. Do not consider them
instructions either to stop work in progress or to execute the proposed change.
2. Within time specified in Proposal Request after receipt of Proposal Request, submit a

quotation estimating cost adjustments to the Contract Sum and the Contract Time
necessary to execute the change.

a. Include a list of quantities of products required or eliminated and unit costs, with
total amount of purchases and credits to be made. If requested, furnish survey data
to substantiate quantities.

b. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade
discounts.

c. Include costs of labor and supervision directly attributable to the change.

d. Include an updated Contractor's construction schedule that indicates the effect of

the change, including, but not limited to, changes in activity duration, start and
finish times, and activity relationship. Use available total float before requesting an
extension of the Contract Time.

CONTRACT MODIFICATION
PROCEDURES 012600- 1



B.  Contractor-Initiated Proposals: If latent or changed conditions require modifications to the
Contract, Contractor may initiate a claim by submitting a request for a change to Architect .

1. Include a statement outlining reasons for the change and the effect of the change on the
Work. Provide a complete description of the proposed change. Indicate the effect of the
proposed change on the Contract Sum and the Contract Time.

2. Include a list of quantities of products required or eliminated and unit costs, with total
amount of purchases and credits to be made. If requested, furnish survey data to
substantiate quantities.

3. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade
discounts.

4. Include costs of labor and supervision directly attributable to the change.

S. Include an updated Contractor's construction schedule that indicates the effect of the

change, including, but not limited to, changes in activity duration, start and finish times,
and activity relationship. Use available total float before requesting an extension of the
Contract Time.

6. Comply with requirements in Section 012500 "Substitution Procedures (post-award)" if
the proposed change requires substitution of one product or system for product or system
specified.

1.5 CHANGE ORDER PROCEDURES

A.  On Owner’s acceptance of a Proposal Request, Contractor will submit change order request
on a form approved by Owner. Owner will submit change order, with all required
supporting documentation, to the West Virginia State Purchasing Division to request approval
of a Change Order. Multiple Proposal Requests may be consolidated into a single change order.

1.6 CONSTRUCTION CHANGE DIRECTIVE

A.  Construction Change Directive: Architect may issue a Construction Change Directive on
a form approved by Owner. Construction Change Directive instructs Contractor to proceed
with a change in the Work, for subsequent inclusion in a Change Order.

1. Construction Change Directive contains a complete description of change in the Work. It
also designates method to be followed to determine change in the Contract Sum or the
Contract Time.

B.  Documentation: Maintain detailed records on a time and material basis of work required by the
Construction Change Directive.

1. After completion of change, submit an itemized account and supporting data necessary to
substantiate cost and time adjustments to the Contract.

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION (Not Used)
END OF SECTION
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SECTION 012900 - PAYMENT PROCEDURES
PART 1 - GENERAL

1.1 RELATED DOCUMENTS
A. Drawings and general provisions of the Contract and other Division 01 Specification Sections
apply to this Section.
1.2 SUMMARY

A.  Section includes administrative and procedural requirements necessary to prepare and process
Applications for Payment.

B.  Related Requirements:

1. Section 012600 "Contract Modification Procedures” for administrative procedures for
handling changes to the Contract.
2. Section 013200 "Construction Progress Documentation" for administrative requirements

governing the preparation and submittal of the Contractor's construction schedule.

1.3 DEFINITIONS

A.  Schedule of Values: A statement furnished by Contractor allocating portions of the Contract
Sum to various portions of the Work and used as the basis for reviewing Contractor's
Applications for Payment.

1.4 SCHEDULE OF VALUES

A.  Coordination: Coordinate preparation of the schedule of values with preparation of Contractor's
construction schedule.

L. Coordinate line items in the schedule of values with other required administrative forms
and schedules, including the following:

a. Application for Payment forms with continuation sheets.
b. Submittal schedule.
c. Items required to be indicated as separate activities in Contractor's construction
schedule.
2. Submit the schedule of values to Architect at earliest possible date, but no later than

seven days before the date scheduled for submittal of initial Applications for Payment.

B.  Format and Content: Use Project Manual table of contents as a guide to establish line items for
the schedule of values. Provide at least one line item for each Specification Section.

1. Identification: Include the following Project identification on the schedule of values:
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a. Project name and location,
b, Name of Architect.
c. Architect's project number.
d. Contractor's name and address,
e. Date of submittal.
2. Arrange the schedule of values in tabular form with separate columns to indicate the

following for each item listed:

Related Specification Section or Division.

Description of the Work.

Name of subcontractor.

Name of manufacturer or fabricator.

Name of supplier.

Change Orders (numbers) that affect value.

Dollar value of the following, as a percentage of the Contract Sum to nearest one-
hundredth percent, adjusted to total 100 percent.

©Hoan o

1) Labor.
2) Materials.
3)  Equipment.

3. Provide a breakdown of the Contract Sum in enough detail to facilitate continued
evaluation of Applications for Payment and progress reports. Coordinate with Project
Manual table of contents. Provide multiple line items for principal subcontract amounts
in excess of five percent of the Contract Sum.

4, Round amounts to nearest whole dollar; total shall equal the Contract Sum.

5. Provide a separate line item in the schedule of values for each part of the Work where
Applications for Payment may include materials or equipment purchased or fabricated
and stored, but not yet installed.

a. Differentiate between items stored on-site and items stored off-site. If required,
include evidence of insurance.

6. Provide separate line items in the schedule of values for initial cost of materials, for each
subsequent stage of completion, and for total installed value of that part of the Work.

7. Each item in the schedule of values and Applications for Payment shall be complete.
Include total cost and proportionate share of general overhead and profit for each item.

a. Temporary facilities and other major cost items that are not direct cost of actual
work-in-place may be shown either as separate line items in the schedule of values
or distributed as general overhead expense, at Contractor's option.

8. Schedule Updating: Update and resubmit the schedule of values before the next
Applications for Payment when Change Orders or Construction Change Directives result
in a change in the Contract Sum.
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1.5 APPLICATIONS FOR PAYMENT

A.  Each Application for Payment following the initial Application for Payment shall be consistent
with previous applications and payments as certified by Architect and paid for by Owner.

1. Each application for payment shall be submitted with the following documents to be
updated with each application:

a. Construction schedule.

b. Submittal and shop drawing log identifying all required submittals and the status
of those submittals already submitted.

c. Log of all Proposal Requests and responses.

d. Log of all Contract Modifications each indicating description, amount, execution
date, and schedule implications.

€. Log of all Requests for Information (RFI’s) with a description of each RFI,
including the date on which it was submitted, and the date on which it was
returned.

f. Waivers of Mechanic’s Liens described below.

g. Certified Payroll Report as specified in Supplementary Conditions.

2. A payment application will be considered as being incomplete unless all required
information is provided. Incomplete payment applications will be returned to the
Contractor.

3. Initial Application for Payment, Application for Payment at time of Substantial
Completion, and final Application for Payment involve additional requirements.

4, An application for payment checklist appears at the end of this Section.
B.  Payment Application Times: The date for each progress payment is monthly.

1. Submit draft copy of Application for Payment seven days prior to due date for review by
Architect.

C.  Application for Payment Forms: Use AIA Document G702 and AIA Document G703 as form
for Applications for Payment (or similar forms approved in advance of use by Owner).

D.  Application Preparation: Complete every entry on form. Notarize and execute by a person
authorized to sign legal documents on behalf of Contractor. Architect will return incomplete
applications without action.

1. Entries shall match data on the schedule of values and Contractor's construction schedule.
Use updated schedules if revisions were made.
2. Include amounts for work completed following previous Application for Payment,

whether or not payment has been received. Include only amounts for work completed at

time of Application for Payment.
3. Include amounts of Change Orders and Construction Change Directives issued before last

day of construction period covered by application.
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E. Stored Materials: Include in Application for Payment amounts applied for materials or
equipment purchased or fabricated and stored, but not yet installed. Differentiate between items
stored on-site and items stored off-site.

1. Provide certificate of insurance, evidence of transfer of title to Owner, and consent of
surety to payment, for stored materials.
2. Provide supporting documentation that verifies amount requested, such as paid invoices.

Match amount requested with amounts indicated on documentation; do not include
overhead and profit on stored materials.

3. Provide summary documentation for stored materials indicating the following:
a. Value of materials previously stored and remaining stored as of date of previous
Applications for Payment.
b. Value of previously stored materials put in place after date of previous Application
for Payment and on or before date of current Application for Payment.
c. Value of materials stored since date of previous Application for Payment and

remaining stored as of date of current Application for Payment.

F. Transmittal: Submit copy of each Application for Payment to Architect by a method ensuring
receipt within 24 hours. Copy shall include waivers of lien and similar attachments if
required.

1. Transmit copy with a transmittal form listing attachments and recording appropriate
information about application.

G.  Waivers of Mechanic's Lien: With each Application for Payment, submit waivers of mechanic's
liens from subcontractors, sub-subcontractors, and suppliers for construction period covered by
the previous application.

1. Submit partial waivers on each item for amount requested in previous application, after
deduction for retainage, on each item.

2. When an application shows completion of an item, submit conditional final or full
waivers.

3. Owner reserves the right to designate which entities involved in the Work must submit
waivers.

4. Submit final Application for Payment with or preceded by conditional final waivers from

every entity involved with performance of the Work covered by the application who is

lawfully entitled to a lien.
5. Waiver Forms: Submit executed waivers of lien on forms, acceptable to Owner.

H.  Initial Application for Payment: Administrative actions and submittals that must precede
or coincide with submittal of first Application for Payment include the following;
1. Schedule of values.

Contractor's construction schedule

Submittal schedule

Copies of authorizations and licenses from authorities having jurisdiction for

performance of the Work.

Initial progress report.

Report of preconstruction conference.

Certificates of insurance and insurance policies.

Performance and payment bonds.

Al N
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L Application for Payment at Substantial Completion: After Architect issues the Certificate of
Substantial Completion, submit an Application for Payment showing 100 percent completion
for portion of the Work claimed as substantially complete.

1. Include documentation supporting claim that the Work is substantially complete and a
statement showing an accounting of changes to the Contract Sum.
2, This application shall reflect Certificate(s) of Substantial Completion issued previously
for Owner occupancy of designated portions of the Work.
I Final Payment Application: After completing Project closeout requirements, submit final

Application for Payment with releases and supporting documentation not previously submitted
and accepted, including, but not limited, to the following:

1.

N
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Evidence of completion of Project closeout requirements.

Insurance certificates for products and completed operations where required and proof
that taxes, fees, and similar obligations were paid.

Updated final statement, accounting for final changes to the Contract Sum.

AIA Document G706, "Contractor's Affidavit of Payment of Debts and Claims."

ATIA Document G706A, "Contractor's Affidavit of Release of Liens."

AIA Document G707, "Consent of Surety to Final Payment."

Evidence that claims have been settled.

Final meter readings for utilities, a measured record of stored fuel, and similar data as of
date of Substantial Completion or when Owner took possession of and assumed
responsibility for corresponding elements of the Work.

Final liquidated damages settlement statement.

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION (Not Used)

3.1 PAYMENT PROCEDURES CHECKLIST

A.  Waivers of Mechanic's Lien: With each Application for Payment after the Initial Application
For Payment, submit waivers of mechanic's liens from subcontractors, sub-subcontractors, and
suppliers for construction period covered by the previous application.

1.

2.

Submit partial waivers on each item for amount requested in previous application, after
deduction for retainage, on each item.

When an application shows completion of an item, submit conditional final or full
waivers.

Owner reserves the right to designate which entities involved in the Work must submit
waivers.

Submit final Application for Payment with or preceded by conditional final waivers from
every entity involved with performance of the Work covered by the application who is
lawfully entitled to a lien.

Waiver Forms: Submit executed waivers of lien on forms, acceptable to Owner.
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B. Submit the following with Initial Application for Payment:

O W
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0.

Schedule of values.
Submittal schedule .

List of Contractor's staff assignments.

List of Contractor's principal consultants.
Copies of building permits.

Copies of authorizations and licenses from authorities having jurisdiction for
performance of the Work.

Initial progress report.

Report of preconstruction conference.
Certificates of insurance and insurance policies.
Performance and payment bonds.

C.  Submit the following with Application for Payment at Substantial Completion:

1.

2.

Include documentation supporting claim that the Work is substantially complete and a
statement showing an accounting of changes to the Contract Sum.

This application shall reflect Certificate(s) of Substantial Completion issued
previously for Owner occupancy of designated portions of the Work.

D.  Submit the following with Final Payment Application:

DO —
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9.

Evidence of completion of Project closeout requirements.

Insurance certificates for products and completed operations where required and proof
that taxes, fees, and similar obligations were paid.

Updated final statement, accounting for final changes to the Contract Sum.

AIA Document G706, "Contractor's Affidavit of Payment of Debts and Claims."

AIA Document G706A, "Contractor's Affidavit of Release of Liens."

AIA Document G707, "Consent of Surety to Final Payment."

Evidence that claims have been settled.

Final meter readings for utilities, a measured record of stored fuel, and similar data as of
date of Substantial Completion or when Owner took possession of and assumed
responsibility for corresponding elements of the Work.

Final liquidated damages settlement statement.

E.  Submit the following with all other Applications For Payment:

p—

W

Construction schedule.

Submittal and shop drawing log identifying all required submittals and the status of those
submittals already submitted.

Log of all Proposal Requests and responses.

Log of all Contract Modifications each indicating description, amount, execution date,
and schedule implications.

Log of all Requests for Information (RFI’s) with a description of each RFI, including the
date on which it was submitted, and the date on which it was returned.

Waivers of Mechanic’s Liens described above.

END OF SECTION
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SECTION 013100 - PROJECT MANAGEMENT AND COORDINATION

PART 1 - GENERAL

1.1

A.

1.2

1.3

1.4

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

Section includes administrative provisions for coordinating construction operations on Project
including, but not limited to, the following:

L. General coordination procedures.
2. Requests for Information (RFIs).
3. Project meetings.

Related Requirements:

1. Section 013200 "Construction Progress Documentation" for preparing and submitting
Contractor's construction schedule.

2. Section 017300 "Execution" for procedures for coordinating general installation and
field-engineering services, including establishment of benchmarks and control points.

3. Section 017700 "Closeout Procedures" for coordinating closeout of the Contract.

DEFINITIONS

RFL Request from Owner, Architect, or Contractor seeking information required by or
clarifications of the Contract Documents.

INFORMATIONAL SUBMITTALS TO BE SUBMITTED TO ARCHITECT

Subcontract List: Prepare a written summary identifying individuals or firms proposed for each
portion of the Work, including those who are to furnish products or equipment fabricated to a
special design. Include the following information in tabular form:

1. Name, address, and telephone number of entity performing subcontract or supplying
products.

2. Number and title of related Specification Section(s) covered by subcontract.

3. Drawing number and detail references, as appropriate, covered by subcontract.

Key Personnel Names: Within 15 days before starting construction operations, submit a list of
key personnel 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, office, and cellular telephone numbers and e-mail
addresses. Provide names, addresses, and telephone numbers of individuals assigned as
alternates in the absence of individuals assigned to Project.

PROJECT MANAGEMENT
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1. Post copies of list in project meeting room, in temporary field office, and by each
temporary telephone. Keep list current at all times.

C. Submit sample agendas for the following types of meetings:

1. Preconstruction Conference
2. Preinstallation Conferences
3. Progress Meetings

1.5 GENERAL COORDINATION PROCEDURES

A.  Coordination: Coordinate construction operations included in different Sections of the
Specifications to ensure efficient and orderly installation of each part of the Work. Coordinate
construction operations, included in different Sections, that depend on each other for proper
installation, connection, and operation.

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

2. Coordinate installation of different components to ensure maximum performance and
accessibility for required maintenance, service, and repair.

3. Make adequate provisions to accommodate items scheduled for later installation.

B.  Prepare memoranda for distribution to each party involved, outlining special procedures
required for coordination. Include such items as required notices, reports, and list of attendees at

meetings.

1. Prepare similar memoranda for Owner and separate contractors if coordination of their
Work is required.

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

Preparation of Contractor's construction schedule.
Preparation of the schedule of values.

Installation and removal of temporary facilities and controls.
Delivery and processing of submittals.

Progress meetings.

Preinstallation conferences.

Project closeout activities.

Startup and adjustment of systems.

PN RN

D.  Conservation: Coordinate construction activities to ensure that operations are carried out with
consideration given to conservation of energy, water, and materials. Coordinate use of
temporary utilities to minimize waste.
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1. Salvage materials and equipment involved in performance of, but not actually
incorporated into, the Work. See other Sections for disposition of salvaged materials that
are designated as Owner's property.

1.6 REQUESTS FOR INFORMATION (RFIs)

A.  General: Immediately on discovery of the need for additional information or interpretation of
the Contract Documents, Contractor shall prepare and submit an RFI in the form specified.

1. Architect will return RFIs submitted to Architect by other entities controlled by
Contractor with no response.

2. Coordinate and submit RFIs in a prompt manner so as to avoid delays in Contractor's
work or work of subcontractors.

B. Content of the RFI: Include a detailed, legible description of item needing information or
interpretation and the following:

1. Project name.

2. Project number.

3. Date.

4. Name of Contractor.

5. Name of Architect.

6. RFI number, numbered sequentially.

7. RFI subject.

8. Specification Section number and title and related paragraphs, as appropriate.

9. Drawing number and detail references, as appropriate.

10.  Field dimensions and conditions, as appropriate.

11. Contractor's suggested resolution. If Contractor's suggested resolution impacts the
Contract Time or the Contract Sum, Contractor shall state impact in the RFI.

12.  Contractor's signature.

13.  Attachments: Include sketches, descriptions, measurements, photos, Product Data, Shop

Drawings, coordination drawings, and other information necessary to fully describe items
needing interpretation.

a. Include dimensions, thicknesses, structural grid references, and details of affected
materials, assemblies, and attachments on attached sketches.

C.  RFI Forms: AIA Document G716 Form (or similar)
1. Attachments shall be hard copy or electronic files in Adobe Acrobat PDF format.
D.  Architect's Action: Architect will review each RFI, determine action required, and respond.

Allow seven working days for Architect's response for each RFI. RFIs received by Architect
after 1:00 p.m. will be considered as received the following working day.

1. The following Contractor-generated RFIs will be returned without action:
a. Requests for approval of submittals.
b. Requests for approval of substitutions.
c. Requests for approval of Contractor's means and methods.
PROJECT MANAGEMENT
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d. Requests for coordination information already indicated in the Contract

Documents.
e. Requests for adjustments in the Contract Time or the Contract Sum.
f. Requests for interpretation of Architect's actions on submittals.

2. Incomplete RFIs or inaccurately prepared RFIs.

2. Architect's action may include a request for additional information, in which case
Architect's time for response will date from time of receipt of additional information.
3. Architect's action on RFIs that may result in a change to the Contract Time or the

Contract Sum may be eligible for Contractor to submit Change Proposal according to
Section 012600 "Contract Modification Procedures."

a. If Contractor believes the RFI response warrants change in the Contract Time or
the Contract Sum, notify Architect in writing within 2 days of receipt of the RFI
response.

E.  RFI Log: Prepare, maintain, and submit a tabular log of RFIs organized by the RFI number.
Submit log weekly. Include the following:

Project name.

Name and address of Contractor.

Name and address of Architect.

RFI number including RFIs that were returned without action or withdrawn.
RFI description.

Date the RFI was submitted.

Date Architect's response was received.

N~

F. On receipt of Architect's action, update the RFI log and immediately distribute the RFI response
to affected parties. Review response and notify Architect within 2 days if Contractor disagrees
with response.

1. Identification of related Minor Change in the Work, Construction Change Directive, and

Proposal Request, as appropriate.
2. Identification of related Field Order, Work Change Directive, and Proposal Request, as

appropriate.

1.7 PROJECT MEETINGS

A.  General: Schedule and conduct meetings and conferences at Project site unless otherwise
indicated.

1. Attendees: Inform participants and others involved, and individuals whose presence is
required, of date and time of each meeting. Notify Owner and Architect of scheduled
meeting dates and times.

2. Agenda: Prepare the meeting agenda. Distribute the agenda to all invited attendees.

3. Minutes: Entity responsible for conducting meeting will record significant discussions
and agreements achieved. Distribute the meeting minutes to everyone concerned,
including Owner and Architect, within three days of the meeting.
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B.  Preconstruction Conference: Architect will schedule and conduct a preconstruction conference
before starting construction, at a time convenient to Owner and Architect, but no later than 10

days after award of the Contract.

1. Conduct the conference to review responsibilities and personnel assignments.

2. Attendees: Authorized representatives of Owner, Architect, and their consultants;
Contractor and its superintendent; major subcontractors; suppliers; and other concerned
parties shall attend the conference. Participants at the conference shall be familiar with
Project and authorized to conclude matters relating to the Work.

3. Agenda: Discuss items of significance that could affect progress, including the following:

Tentative construction schedule.

Critical work sequencing and long-lead items.
Designation of key personnel and their duties.
Lines of communications.

Procedures for processing field decisions and Change Orders.
Procedures for RFIs.

Procedures for testing and inspecting.

Procedures for processing Applications for Payment.
Distribution of the Contract Documents.

Submittal procedures.

Preparation of record documents.

Use of the premises and existing building.

Work restrictions.

Working hours.

Owner's occupancy requirements.

Responsibility for temporary facilities and controls.
Procedures for disruptions and shutdowns.

Parking availability.

Office, work, and storage areas.

Equipment deliveries and priorities.

First aid.

Security.

Progress cleaning.
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4. Minutes: Entity responsible for conducting meeting will record and distribute meeting
minutes.

C.  Preinstallation Conferences: Conduct a preinstallation conference at Project site before each
construction activity that requires coordination with other construction.

1. Attendees: 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 the meeting. Advise
Architect of scheduled meeting dates.

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

a. Contract Documents.
b. Related RFIs.
c. Related Change Orders.
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Purchases.

Deliveries.

Submittals.

Time schedules.

Manufacturer's written instructions.
Warranty requirements.

Temporary facilities and controls.

Space and access limitations.
Regulations of authorities having jurisdiction.
Testing and inspecting requirements.
Installation procedures.

Protection of adjacent work.

Protection of construction and personnel.

TOBBrAT PR MO A

3. Record significant conference discussions, agreements, and disagreements, including
required corrective measures and actions.

4. Reporting: Distribute minutes of the meeting to each party present and to other parties
requiring information,

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

D. Project Closeout Conference: Schedule and conduct a project closeout conference, at a time
convenient to Owner and Architect, but no later than 14 days prior to the scheduled date of
Substantial Completion.

1. Conduct the conference to review requirements and responsibilities related to Project
closeout.
2. Attendees: Authorized representatives of Owner, Architect, and their consultants;

Contractor and its superintendent; major subcontractors; suppliers; and other concerned
parties shall attend the meeting. Participants at the meeting shall be familiar with Project
and authorized to conclude matters relating to the Work.

3. Agenda: Discuss items of significance that could affect or delay Project closeout,
including the following:

Preparation of record documents.

Procedures required prior to inspection for Substantial Completion and for final
inspection for acceptance.

Submittal of written warranties.

Requirements for completing documentation.

Requirements for preparing operations and maintenance data.

Requirements for delivery of material samples, attic stock, and spare parts.
Requirements for demonstration and training.

Preparation of Contractor's punch list.

Procedures for processing Applications for Payment at Substantial Completion and
for final payment.

Submittal procedures.

Responsibility for removing temporary facilities and controls.

S
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4. Minutes: Entity conducting meeting will record and distribute meeting minutes.
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E.  Progress Meetings: Conduct progress meetings at weekly intervals.

I. Coordinate dates of meetings with preparation of payment requests.
Attendees: In addition to representatives of Owner and Architect, each contractor,
subcontractor, supplier, and other entity concerned with current progress or involved in
planning, coordination, or performance of future activities shall be represented at these
meetings. All participants at the meeting shall be familiar with Project and authorized to
conclude matters relating to the Work.

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

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

1) Review updated construction schedule.
2)  Review schedule for next period.

b. Review submittal schedule.
c. Review proposal log.
d. Review contract modification log.
e. Review RFI log.
f. Review present and future needs of each entity present.
g Identify a list of action items to be completed prior to the next progress meeting.
1)  Action items will remain on the log until items are concluded.
4. Minutes: Entity responsible for conducting the meeting will record and distribute the

meeting minutes to each party present and to parties requiring informatien.

a. Schedule Updating: Revise Contractor's construction schedule after each progress
meeting where revisions to the schedule have been made or recognized. Issue
revised schedule concurrently with the report of each meeting.

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION (Not Used)

END OF SECTION
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SECTION 013200 - CONSTRUCTION PROGRESS DOCUMENTATION

PART 1 - GENERAL

1.1

1.2

13

A.

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

Section includes administrative and procedural requirements for documenting the progress of
construction during performance of the Work, including the following:

I.  Contractor's construction schedule.
2. Construction schedule updating reports.

Related Requirements:

1. Section 013300 "Submittal Procedures" for submitting schedules and reports.
2. Section 014000 "Quality Requirements" for submitting a schedule of tests and
inspections.

DEFINITIONS

Approval of Schedule: The purpose of the Architect’s review and approval of the schedule is to
review for compliance with the Contract Documents. The Architect’s review process may
result in rejection of the proposed schedule due to plan for performance that appears to the
Architect to be unresponsive, incomplete and/or unreasonable. However, the Architect’s
approval of the submitted schedule in no way establishes an obligation on the Owner for Claims
for Delay by the Contractor based on the Contractor early completion. Any Claims for Delay
by the Contractor shall be based on the provision of this specification which only contemplates
impact to the proposed contract completion date.

Early Completion: Early completion of the project is permitted, however, neither

the Contractor nor the Owner are bound to an early completion, even if projected by and
approved in the final version of the Contractor CPM Schedule. The Contractor’s
completion date obligation and the Owner’s Claims for Delay obligations under this
agreement are associated with the proposed contract completion date as defined in Article
1.3.C, not an approved Contractor proposed early completion date. Notwithstanding the
preceding, the Owner reserves the right to reject the proposed Contract Construction

Schedule showing an early completion date if the schedule appears to Architect to be
unreasonable or unrealistic.

Contract Completion: The Contract Completion Date is the projected completion date based on
the contract construction duration as specified in this section and as referenced to the Owner’s
published Notice to Proceed (NTP) date. The Contractor’s completion date obligations and the
Owner’s Claims for Delay obligation are based on the Contract Completion Date.

CONSTRUCTION PROGRESS
DOCUMENTATION 013200-1



D.  Activity: A discrete part of a project that can be identified for planning, scheduling, monitoring,
and controlling the construction praject. Activities included in a construction schedule consume
time and resources.

1. Critical Activity: An activity on the critical path that must start and finish on the planned

early start and finish times.
2. Predecessor Activity: An activity that precedes another activity in the network.
3. Successor Activity: An activity that follows another activity in the network.

E.  Cost Loading: The allocation of the schedule of values for the completion of an activity as
scheduled. The sum of costs for all activities must equal the total Contract Sum unless otherwise
approved by Architect.

F.  Event: The starting or ending point of an activity.
G.  Float: The measure of leeway in starting and completing an activity.

1. Float time is not for the exclusive use or benefit of either Owner or Contractor, but is a
jointly owned, expiring Project resource available to both parties as needed to meet
schedule milestones and Contract completion date.

2. Free float is the amount of time an activity can be delayed without adversely affecting the
early start of the successor activity.
3. Total float is the measure of leeway in starting or completing an activity without

adversely affecting the planned Project completion date.

H. Delay Claims: A period of time for which the project has been extended or work has not been
performed which are excusable in accordance with the Contraction Documents. A delay must
be excusable in order to be the basis for an extension of time or additional compensations.

L Excusable Delay: An excusable delay shall be defined by the Contract Documents and typically
involve matters beyond the Contractors control. Examples of excusable delay include design
errors and omissions, owners initiated changes, weather impact, or acts of God.

J. Non-Excusable Delay: A non-excusable delay is a delay for which the Contractor has assumed
the risk in accordance with the Contract Documents. It is the responsibility of the Contractor to
prevent acts, or negligence, by the Contractor which may be cause for delay.

K. Concurrent Delay: A concurrent delay is a second independent delay occurring during the same
time period as the delay for which recover is sought. A Contractor seeking increased
compensation is ultimately responsible for the concurrent delay and may not be able to recover
any compensation for the initial delay.

14 INFORMATIONAL SUBMITTALS

A.  Format for Submittals: Submit required submittals in the following
format:

1. PDF electronic file.
2. One (1) paper copy submitted to Architect.

CONSTRUCTION PROGRESS
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1.5

1.6

Contractor's Construction Schedule: Initial schedule, of size required to display entire schedule
for entire construction period.

Construction Schedule Updating Reports: Submit with Applications for Payment.

Daily Construction Reports: Submit at daily intervals in accordance with Section 013100 -
Project Management and Coordination.

As-Built Construction Schedule: At the conclusion of the Contract Work or within thirty (30)
days of substantial completion provide an “As-Built” schedule showing actual start and finish
dates for all work activities and milestones. The As-Built” Construction Schedule shall
become a condition of final payment if the Contractor has not submitted by final completion.

QUALITY ASSURANCE

Prescheduling Conference: Conduct conference at Project site to comply with requirements in
Section 013100 "Project Management and Coordination." Review methods and procedures
related to the preliminary construction schedule and Contractor's construction schedule,

including, but not limited to, the following:

1.  Review submittal requirements and procedures.

2. Review time required for review of submittals and resubmittals.

3.  Review requirements for tests and inspections by independent testing and inspecting
agencies.

4.  Review time required for Project closeout and Owner startup procedures.

5.  Review and finalize list of construction activities to be included in schedule.

6.  Review procedures for updating schedule.

COORDINATION

Coordinate preparation and processing of schedules and reports with performance of
construction activities.

Coordinate Contractor's construction schedule with the schedule of values, list of subcontracts,
submittal schedule, progress reports, payment requests, and other required schedules and
reports.

1. Secure time commitments for performing critical elements of the Work from entities
involved.
2. Coordinate each construction activity in the network with other activities and schedule

them in proper sequence.

CONSTRUCTION PROGRESS
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PART 2 - PRODUCTS

2.1 CONTRACTOR'S CONSTRUCTION SCHEDULE, GENERAL

A. Time Frame: Extend schedule from date established for the Notice to Proceed to date of final
completion.

1.

Contract completion date shall not be changed by submission of a schedule that shows an
early completion date, unless specifically authorized by Change Order.

B.  Activities: Treat each story or separate area as a separate numbered activity for each main
element of the Work. Comply with the following:

1.

2.

Activity Duration: Define activities so no activity is longer than 10 days,
unless specifically allowed by Architect.

Procurement Activities: Include procurement process activities for the long lead
items and major items, requiring a cycle of more than 60 days, as separate activities in
schedule. Procurement cycle activities include, but are not limited to, submittals,
approvals, purchasing, fabrication, and delivery.

Submittal Review Time: Include review and resubmittal times indicated in
Section 013300 "Submittal Procedures” in schedule. Coordinate submittal review times
in Contractor's construction schedule with submittal schedule.

Startup and Testing Time: Include no fewer than 15 days for startup and testing.
Substantial Completion: Indicate completion in advance of date established for
Substantial Completion, and allow time for Architect's administrative procedures
necessary for certification of Substantial Completion.

Punch List and Final Completion: Include not more than 15 days for completion of
punch list items and final completion.

C. Constraints: Include constraints and work restrictions indicated in the Contract Documents and
as follows in schedule, and show how the sequence of the Work is affected.

1.
2.
3.

Phasing: Arrange list of activities on schedule by phase.

Work under More Than One Contract: Include a separate activity for each contract.

Work by Owner: Include a separate activity for each portion of the Work performed by
Owner.

Work Restrictions: Show the effect of the following items on the schedule:

Coordination with existing construction.
Limitations of continued occupancies.
Use of premises restrictions.
Environmental control.

faoop

Work Stages: Indicate important stages of construction for each major portion of the
Work, including, but not limited to, the following:

Subcontract awards.
Submittals.
Purchases.
Deliveries.

o o
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e. Installation.
f. Tests and inspections.
g Adjusting.
h. Startup and placement into final use and operation.
0. Construction Areas: Identify each major area of construction for each major portion of

the Work. Indicate where each construction activity within a major area must be
sequenced or integrated with other construction activities.

D.  Project Duration (Time for Completion): As agreed to by the Owner and Contractor, and as
indicated on executed contract between the Owner and the Contractor.

E.  Upcoming Work Summary: Prepare summary report indicating activities scheduled to occur or
commence prior to submittal of next schedule update. Summarize the following issues:

Unresolved issues.

Unanswered RFIs.

Rejected or unreturned submittals.
Notations on returned submittals.

AW

F.  Recovery Schedule: When periodic update indicates the Work is 10 or more calendar days
behind the current approved schedule, submit a separate recovery schedule indicating means by
which Contractor intends to regain compliance with the schedule. Indicate changes to working
hours, working days, crew sizes, and equipment required to achieve compliance, and date by
which recovery will be accomplished.

G.  Delays and Requests for Extension of Time

L. The determination for an extension of Time for Completion or Contract Completion Date
will be made by the Owner Representative in accordance with the General Conditions of
the Contract.

2. The delay in activities which, according to mathematical analysis (fragnet), does not
affect the Contract Completion Date will not provide a basis for an extension of time. If
an analysis concludes that an activity was a delay, and such delay impacted the Contract
Completion Date, this delay can provide a basis for an extension of time. In order to be
eligible to receive contract time extension the following has to occur:

a. An event occurred.

b. The Contractor was not responsible for the event and that event was beyond the
control of the Contractor; and was without fault or negligence of the Contractor,
subcontractor, or supplier; and the event was unforeseeable.

c. The event was the type for which an excuse is graded in accordance with the
Contract Documents.
d. Major activities indicated on the Project Construction Schedule were delayed

which impacted the critical path or made such activities critical.

The event in fact caused a delay in the Work.

f. The requested additional time request is an appropriate and reasonable extension of
Contract time.

o
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3. If the Contractor is found eligible for an extension of the contract time, the Owner’s
Representative will recommend contract modification extending the time establishing the
new Contract Completion Date. The extension of time will be made on a calendar day
basis.

4, Weather Impacts

a. The Contract Time may be extended by Change Order for the number of days lost
due to inclement weather occurring in excess of the “Maximum Expected Days
Lost”, as shown on the following table and if it has impacted the Critical Path
Schedule. Actual weather experience will be recorded by the U. S. Department of
Commerce, National Oceanic and Aeronautic Administration (USDCNOAA) at
Charleston, West Virginia. Inclement weather exists when one or more of the
following occurs: the precipitation other than snow and ice exceeds 1/10 inch
within a calendar day, when snow or ice accumulation exceeds 1.0 inch within a
calendar day, when maximum temperature for the calendar day is 20 degrees F or
below, or when any combination of these occurs simultaneously. The Contract
Time shall not be extended unless actual inclement weather for a number of
calendar days in excess of the “Maximum Expected Days Lost” for the Contract
Time and that the completion of the Work was, in fact, delayed because of such
excess inclement weather. Note: Calendar Day in this situation is Monday —
Friday, Saturday, only if the contractor can provide evidence of a track record of
having worked Saturdays; Sundays shall not be counted. If a day is lost due to
weather, that does not allow the contractor to claim the following day as a lost
day also, unless one of the above situations occurs that day as well.

MAXIMUM
Precipitation | Snow/Ice Pellets | Max. at 20°F EXPECTED
Month .10” or More 1.0” or More Or Below DAYS LOST
January 8 6 1 11
February 6 5 0 9
March 8 1 0 9
April 10 0 0 10
May 10 0 0 10
June 9 0 0 9
July 8 0 0 8
August 7 0 0 7
September 7 0 0 7
October 7 0 0 7
November 8 0 0 8
December 9 4 0 10
YEAR 97 16 1 105
CONSTRUCTION PROGRESS
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b. All claims for extensions of time shall be made in writing to the Owner no more
than seven (7) days after the beginning of the delay; otherwise, all such claims are
waived by the Contractor. In the case of the continuous delay, only one (1) written
claim is necessary. The Contractor shall provide an estimate of the probable effect
of such delay on the progress and completion of the Work.

1) All weather impact time extensions shall be resolved monthly. If time
extensions are not resolved by the 15" of following month the Contractor
waives all rights to extension of contract time for the past month.

c. The Contractor agrees that an extension of time will not be granted for causes that
do not in fact prevent progress and completion of the Work.
d. All weather related claims under this contract are non-compensable. On claims

submitted, the Contractor shall be entitled to an extension of time to the contract
completion date only.

H.  FAILURE TO PROSECUTE WORK

1. In the event that the progress of the Work is delayed by any fault or neglect or act or
failure to act on the part of the Contractor or any of its officers, agents, employees,
subcontractors or suppliers then the Contractor shall in addition to all of the other
obligations imposed by the Contract documents and requirements, and at its own cost and
expense, work such overtime as may be necessary to make up for all lost time in the
completion of the Work and of the project due to such delay. Should the Contractor’s
failure to make up for the time lost be the reason of such delay, the Owner shall have the
right to cause other Contractors and subcontractors including the Owner personnel to
work overlime and to take whatever action it deems necessary to avoid delay in the
completion of the Work and of the project, and the cost and expense of such overtime
and/or such other action shall be borne by the Contractor.

2. In the event that the Contractor should at any time refuse or neglect to supply a
sufficiency of skilled workers or materials of the proper quality and quantity or fail in any
respect to prosecute the Work with promptness and diligence, or cause by any act or
omission the stoppage, impede, obstruct, hinder or delay of or interference with or
damage to the work of the Owner or of any other Contractor or subcontractors on the
project or fail in the performance of any of the terms and provisions of the Contract
or of the Contract Documents then in any such event the Owner shall have the right, in
addition to any other rights and remedies provided by the Contract, after three (3) days
written notice to the Contractor mailed or delivered to the last known address to
perform and furnish through itself or through others any such labor or materials
for the work and to deduct the cost thereof from any monies due or to become due to
the Contractor under this Contract. This provision is not intended to supersede or
replace any of the Owner’s rights and remedies afforded to them under the law.

2.2 STARTUP CONSTRUCTION SCHEDULE

A. Gantt-Chart Schedule: Submit startup, horizontal, Gantt-chart-type construction schedule within
three days after the Preconstruction Conference.

CONSTRUCTION PROGRESS
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24

Preparation: Indicate each significant construction activity separately. Identify first workday of
each week with a continuous vertical line. Outline significant construction activities for the

entire duration of the project.
CONTRACTOR'S CONSTRUCTION SCHEDULE (GANTT CHART)

Gantt-Chart Schedule: Submit a comprehensive, fully developed, horizontal, Gantt-chart-type,
Contractor's construction schedule within seven days after date established for the Notice to
Proceed . Base schedule on the startup construction schedule and additional information
received since the start of Project.

Preparation: Indicate each significant construction activity separately. Identify first workday of
each week with a continuous vertical line.

1. For construction activities that require three months or longer to complete, indicate an
estimated completion percentage in 10 percent increments within time bar.

REPORTS

Weekly Construction Reports: Prepare and submit to the Architect within 48 hours of the day
being recorded, a daily construction report recording the following information concerning
events at Project site: Coordinate with Section 013100 “Project Management and Coordination”

List of subcontractors at Project site.

Approximate count of personnel at Project site.

Equipment at Project site.

Material deliveries.

High and low temperatures and general weather conditions, including presence of rain or
SNOW.

Accidents.

Meetings and significant decisions.

Unusual events (see special reports).

9. Stoppages, delays, shortages, and losses.

10. Emergency procedures.

11.  Orders and requests of authorities having jurisdiction.

12.  Change Orders received and implemented.

13.  Construction Change Directives received and implemented.
14.  Services connected and disconnected.

15. Equipment or system tests and startups.

16.  Partial completions and occupancies.

17.  Substantial Completions authorized.

NhwS -

el

Material Location Reports: At monthly intervals, prepare and submit a comprehensive list of
materials delivered to and stored at Project site. List shall be cumulative, showing materials
previously reported plus items recently delivered. Include with list a statement of progress on
and delivery dates for materials or items of equipment fabricated or stored away from Project
site. Indicate the following categories for stored materials:

CONSTRUCTION PROGRESS
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2.5

C.

A.

B.

1. Material stored prior to previous report and remaining in storage.
2. Material stored prior to previous report and since removed from storage and installed.
3. Material stored following previous report and remaining in storage.

Site Condition Reports: Immediately on discovery of a difference between site conditions and
the Contract Documents, prepare and submit a detailed report. Submit with a Request for
Information. Include a detailed description of the differing conditions, together with
recommendations for changing the Contract Documents.

SPECIAL REPORTS

General: Submit special reports directly to Owner within 2 days of an occurrence. Distribute
copies of report to parties affected by the occurrence.

Reporting Unusual Events: When an event of an unusual and significant nature occurs at Project
site, whether or not related directly to the Work, prepare and submit a special report. List chain
of events, persons participating, response by Contractor's personnel, evaluation of results or
effects, and similar pertinent information. Advise Owner in advance when these events are
known or predictable.

PART 3 - EXECUTION

3.1

A

B.

CONTRACTOR'S CONSTRUCTION SCHEDULE

Contractor's Construction Schedule Updating: At monthly intervals update the schedule to
reflect actual construction progress and activities. Issue schedule updates with each month’s
pencil copy pay application. No pencil copy pay application will be reviewed if the monthly
updated schedule is not attached thereto.

1. Revise schedule immediately after each meeting or other activity where revisions have
been recognized or made. Issue updated schedule concurrently with the report of each
such meeting. ’

2. Include a report with updated schedule that indicates every change, including, but not
limited to, changes in logic, durations, actual starts and finishes, and activity durations.

3. As the Work progresses, indicate final completion percentage for each activity.

Distribution: Distribute copies of approved schedule to Architect, Construction Manager,
Owner, separate contractors, testing and inspecting agencies, and other parties identified by
Contractor with a need-to-know schedule responsibility.

1. Post copies in Project meeting rooms and temporary field offices.
When revisions are made, distribute updated schedules to the same parties and post in the
same locations. Delete parties from distribution when they have completed their assigned
portion of the Work and are no longer involved in performance of construction activities.

END OF SECTION

CONSTRUCTION PROGRESS
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SECTION 013300 - SUBMITTAL PROCEDURES

PART 1 - GENERAL

1.1

1.2

1.3

A

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

This Section includes administrative and procedural requirements for submittals required for
performance of the Work, including the following:

Contractor's construction schedule.

Submittal schedule.

Log of all Proposal Requests and responses.

Log of all Contract Modifications each indicating description, amount, execution date,
and schedule implications.

Log of all Requests for Information (RFI’s) with a description of each RFI, including the
date on which it was submitted, and the date on which it was returned.

Daily construction reports.

Shop Drawings.

Product Data.

Samples.

0. Quality assurance submittals.

el

>
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Related Requirements:

L. Section 012900 "Payment Procedures" for submitting Applications for Payment and the
schedule of values.

2. Section 013200 "Construction Progress Documentation" for submitting schedules and
reports, including Contractor's construction schedule.

3. Section 017823 "Operation and Maintenance Data" for submitting operation and
maintenance manuals.

4. Section 017839 "Project Record Documents" for submitting record Drawings, record

Specifications, and record Product Data.
DEFINITIONS -

Action Submittals: Written and graphic information and physical samples that require
Architect's responsive action. Action submittals are those submittals indicated in individual
Specification Sections as "action submittals."

Informational Submittals: Written and graphic information and physical samples that do not
require Architect's responsive action. Submittals may be rejected for not complying with
requirements. Informational submittals are those submittals indicated in individual Specification
Sections as "informational submittals."

SUBMITTAL PROCEDURES 013300 -1



C.  Portable Document Format (PDF): An open standard file format licensed by Adobe Systems
used for representing documents in a device-independent and display resolution-independent
fixed-layout document format.

14 ACTION SUBMITTALS

A.  Submittal Schedule: Submit a schedule of submittals, arranged in chronological order by dates
required by construction schedule. Include time required for review, ordering, manufacturing,
fabrication, and delivery when establishing dates. Include additional time required for making
corrections or revisions to submittals noted by Architect and additional time for handling and
reviewing submittals required by those corrections.

1. Coordinate submittal schedule with list of subcontracts, the schedule of values, and
Contractor's construction schedule.

2. Initial Submittal: Submit concurrently with startup construction schedule. Include all
submittals required during construction. List those submittals required to maintain
orderly progress of the Work and those required early because of long lead time for
manufacture or fabrication.

3. Final Submittal: Submit concurrently with the first complete submittal of Contractor's
construction schedule.

a. Submit revised submittal schedule to reflect changes in current status and timing
for submittals.

4. Format: Arrange the following information in a tabular format:

Scheduled date for first submittal.

Specification Section number and title.

Submittal category: Action; informational.

Name of subcontractor.

Description of the Work covered.

Scheduled date for Architect's final release or approval.
Scheduled date of fabrication.

Scheduled dates for purchasing.

Scheduled dates for installation.

Activity or event number.

TrE@E e e op

1.5 SUBMITTAL ADMINISTRATIVE REQUIREMENTS

A.  Coordination: Coordinate preparation and processing of submittals with performance of
construction activities.

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, other
submittals, and related activities that require sequential activity.

2, Submit all submittal items required for each Specification Section concurrently unless
partial submittals for portions of the Work are indicated on approved submittal schedule.

3. Submit action submittals and informational submittals required by the same Specification

Section as separate packages under separate transmittals.
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4, Coordinate transmittal of different types of submittals for related parts of the Work so
processing will not be delayed because of need to review submittals concurrently for
coordination.

a. Architect reserves the right to withhold action on a submittal requiring
coordination with other submittals until related submittals are received.

B.  Processing Time: Allow time for submittal review, including time for resubmittals, as follows.
Time for review shall commence on Architect's receipt of submittal, No extension of the
Contract Time will be authorized because of failure to transmit submittals enough in advance of
the Work to permit processing, including resubmittals.

1. Initial Review: Allow 15 days for initial review of each submittal. Allow additional time
if coordination with subsequent submittals is required. Architect will advise Contractor
when a submittal being processed must be delayed for coordination.

2. Intermediate Review: If intermediate submittal is necessary, process it in same manner as
initial submittal.

a. Allow 2 weeks for reprocessing each submittal.

b. No extension of Contract Time will be authorized because of failure to transmit
submittals to the Architect sufficiently in advance of the Work to permit pro-
cessing.

3. Concurrent Consultant Review: Where the Contract Documents indicate that submittals

may be transmitted simultaneously to Architect and to Architect's consultants, allow 15
days for review of each submittal. Submittal will be returned to Architect before being
returned to Contractor.

C.  Submittal Preparation: Place a permanent label or title block on each submittal for identifica-
tion. Indicate the name of the entity that prepared each submittal on the label or title block.

1. Use ‘Submittal Cover Sheet’ included at the end of this Section.
2. Complete all information called for on cover sheet.

D.  Submittal Transmittal: Package each submittal appropriately for transmittal and handling.
Transmit each submittal from the Contractor to the Architect using a transmittal form. The Ar-
chitect will not accept submittals received from sources other than the Contractor.

1. On the transmittal, record relevant information and requests for data. On the form, or
separate sheet, record deviations from Contract Document requirements, including varia-
tions and limitations. Include Contractor's certification that information complies with
Contract Document requirements.

E.  Paper Submittals: In addition to requirements specified above, place a permanent label or title
block on each submittal item for identification.

1. Indicate name of firm or entity that prepared each submittal on label or title block.
2. Include the following information for processing and recording action taken:

a. Project name.

b. Date.
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Name of Architect.

Name of Construction Manager.

Name of Contractor.

Name of subcontractor.

Name of supplier.

Name of manufacturer.

Submittal number or other unique identifier, including revision identifier.

M@ e oo

Number and title of appropriate Specification Section.
Drawing number and detail references, as appropriate.
Location(s) where product is to be installed, as appropriate.
Other necessary identification.

5o

3. Additional Paper Copies: Unless additional copies are required for final submittal, and
unless Architect observes noncompliance with provisions in the Contract Documents,
initial submittal may serve as final submittal.

a. Submit one copy of submittal to concurrent reviewer in addition to specified
number of copies to Architect.

4, Transmittal for Paper Submittals: Assemble each submittal individually and appropriately
for transmittal and handling. Transmit each submittal using a transmittal form. Architect
will not accept submittals received from sources other than Contractor.

a. Transmittal Form for Paper Submittals: Provide locations on form for the
following information:

9] Project name.

2) Date.

3) Destination (To:).

4) Source (From:).

5)  Name and address of Architect.

6)  Name of Contractor.

7)  Name of firm or entity that prepared submittal.

8)  Names of subcontractor, manufacturer, and supplier.

9) Category and type of submittal.

10)  Submittal purpose and description.

11)  Specification Section number and title.

12)  Specification paragraph number or drawing designation and generic name
for each of multiple items.

13) Drawing number and detail references, as appropriate.

14) Indication of full or partial submittal.

15) Transmittal number, numbered consecutively.

16)  Submittal and transmittal distribution record.

17) Remarks.

18) Signature of transmitter.

F. Electronic Submittals: Identify and incorporate information in each electronic submittal file
as follows:

1. Electronic submittals will be emailed to Kari.J. Westfalli@wv.gov
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2. Submittal must include the same cover sheet in PDF form (indicating the Contractor’s re-
view and approval) as a standard hard-copy submittal. Do not submit cover sheet as sepa-

rate PDF file.
3. The submittal shall be sent as one indexed (bookmarked) PDF file. Submittals that arrive

with multiple files will be rejected.

4. Submitted PDF files are to have a print layout of 8 %4” x 117 or 11” x 17” only. PDF files
with print layouts of other dimensions will be rejected.

5. Items that are submitted electronically may be returned to the Contractor electronically.

6. Assemble complete submittal package into a single indexed file incorporating submittal
requirements of a single Specification Section and transmittal form with links enabling

navigation to each item,
7. Name file with submittal number or other unique identifier, including revision identifier.

8. Provide means for insertion to permanently record Contractor's review and approval
markings and action taken by Architect.

Options: Identify options requiring selection by Architect.

Deviations and Additional Information: On an attached separate sheet, prepared on Contractor's
letterhead, record relevant information, requests for data, revisions other than those requested
by Architect on previous submittals, and deviations from requirements in the Contract
Documents, including minor variations and limitations. Include same identification information

as related submittal.

Resubmittals: Make resubmittals in same form and number of copies as initial submittal.

1. Note date and content of previous submittal.
Note date and content of revision in label or title block and clearly indicate extent of
revision.

3. Resubmit submittals until they are marked with approval notation from Architect's action
stamp.

Distribution: Furnish copies of final submittals to manufacturers, subcontractors, suppliers,
fabricators, installers, authorities having jurisdiction, and others as necessary for performance of
construction activities. Show distribution on transmittal forms.

Use for Construction: Retain complete copies of submittals on Project site. Use only final action
submittals that are marked with approval notation from Architect's action stamp.

PART 2 - PRODUCTS

2.1

A,

SUBMITTAL PROCEDURES

General Submittal Procedure Requirements: Prepare and submit submittals required by
individual Specification Sections. Types of submittals are indicated in individual Specification

Sections.

1. ALL SUBMITTALS ARE REQUIRED TO BE SUBMITTED WITHIN THIRTY
(30) DAYS AFTER CONTRACT AWARD.
2. Submit electronic submittals via email as PDF electronic files.
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a. Architect will return annotated file. Annotate and retain one copy of file as an
electronic Project record document file.

Action Submittals: Submit one (1) paper copy of each submittal unless otherwise
indicated. Architect will one (1) copy.

Informational Submittals: Submit one (1) paper copy of each submittal unless otherwise
indicated. Architect will one (1) copy.

Certificates and Certifications Submittals: Provide a statement that includes signature of
entity responsible for preparing certification. Certificates and certifications shall be
signed by an officer or other individual authorized to sign documents on behalf of that

entity.

a. Provide a digital signature with digital certificate on electronically submitted
certificates and certifications where indicated.

b. Provide a notarized statement on original paper copy certificates and
certifications where indicated.

B.  Product Data: Collect information into a single submittal for each element of construction and
type of product or equipment.

1. If information must be specially prepared for submittal because standard published data
are not suitable for use, submit as Shop Drawings, not as Product Data.
2. Mark each copy of each submittal to show which products and options are applicable.
3. Include the following information, as applicable:
a. Manufacturer's catalog cuts.
b. Manufacturer's product specifications.
c. Standard color charts.
d. Statement of compliance with specified referenced standards.
e. Testing by recognized testing agency.
f. Application of testing agency labels and seals.
g. Notation of coordination requirements.
h. Availability and delivery time information.
4. For equipment, include the following in addition to the above, as applicable:
a. Wiring diagrams showing factory-installed wiring,.
b. Printed performance curves.
c. Operational range diagrams.
d. Clearances required to other construction, if not indicated on accompanying Shop
Drawings.
3. Submit Product Data before or concurrent with Samples.
6. Submit Product Data in one of the following formats:
a. PDF electronic file.
b. One (1) paper copy of Product Data unless otherwise indicated. Architect will
return the paper copy.
C.  Shop Drawings: Prepare Project-specific information, drawn accurately to scale. Do not base

Shop Drawings on reproductions of the Contract Documents or standard printed data.
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Preparation: Fully illustrate requirements in the Contract Documents. Include the
following information, as applicable:

Identification of products.

Schedules.

Compliance with specified standards.

Notation of coordination requirements.

Notation of dimensions established by field measurement.

Relationship and attachment to adjoining construction clearly indicated.
g. Seal and signature of professional engineer if specified.

ho e o

Sheet Size: Except for templates, patterns, and similar full-size drawings, submit Shop
Drawings on sheets at least 8-1/2 by 11 inches (215 by 280 mm), but no larger than 30 by
42 inches (750 by 1067 mm) .

Submit Shop Drawings in one of the following formats:

a. PDF electronic file.
b. One (1) paper copy of each submittal. Architect will return the paper copy.

D.  Samples: Submit Samples for review of kind, color, pattern, and texture for a check of these
characteristics with other elements and for a comparison of these characteristics between
submittal and actual component as delivered and installed.

1.

2.

Transmit Samples that contain multiple, related components such as accessories together

in one submittal package.
Identification: Attach label on unexposed side of Samples that includes the following:

Generic description of Sample.

Product name and name of manufacturer.

Sample source.

Number and title of applicable Specification Section.
Specification paragraph number and generic name of each item.

oo o

For projects where electronic submittals are required, provide corresponding electronic
submittal of Sample transmittal, digital image file illustrating Sample characteristics, and
identification information for record.

Disposition: Maintain sets of approved Samples at Project site, available for quality-
control comparisons throughout the course of construction activity. Sample sets may be
used to determine final acceptance of construction associated with each set.

a. Samples that may be incorporated into the Work are indicated in individual
Specification Sections. Such Samples must be in an undamaged condition at time
of use.

b. Samples not incorporated into the Work, or otherwise designated as Owner's

property, are the property of Contractor.

Samples for Initial Selection: Submit manufacturer's color charts consisting of units or
sections of units showing the full range of colors, textures, and patterns available.
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a. Number of Samples: Submit one full set(s) of available choices where color,
pattern, texture, or similar characteristics are required to be selected from
manufacturer’s product line. Architect will return submittal with options selected.

6. Samples for Verification: Submit full-size units or Samples of size indicated, prepared
from same material to be used for the Work, cured and finished in manner specified, and
physically identical with material or product proposed for use, and that show full range of
color and texture variations expected. Samples include, but are not limited to, the
following: partial sections of manufactured or fabricated components; small cuts or
containers of materials; complete units of repetitively used materials; swatches showing
color, texture, and pattern; color range sets; and components used for independent testing
and inspection.

a. Number of Samples: Submit two (2) sets of Samples. Architect will retain one (1)
Sample set; remainder will be returned. Mark up and retain one returned Sample
set as a project record sample.

1) If variation in color, pattern, texture, or other characteristic is inherent in
material or product represented by a Sample, submit at least three sets of
paired units that show approximate limits of variations.

E.  Product Schedule: As required in individual Specification Sections, prepare a written summary
indicating types of products required for the Work and their intended location. Include the
following information in tabular form:

1. Type of product. Include unique identifier for each product indicated in the Contract
Documents or assigned by Contractor if none is indicated.

Manufacturer and product name, and model number if applicable.

Number and name of room or space.

Location within room or space.

Submit product schedule in the following format:

I RCES

a. PDF electronic file.
b. One (1) paper copy of product schedule or list unless otherwise indicated.

F. Contractor's Construction Schedule: Comply with requirements specified in Section 013200
"Construction Progress Documentation."

G.  Application for Payment and Schedule of Values: Comply with requirements specified in
Section 012900 "Payment Procedures."

H. Testand Inspection Reports and Schedule of Tests and Inspections Submittals: Comply with
requirements specified in Section 014000 "Quality Requirements."

L Closeout Submittals and Maintenance Material Submittals: Comply with requirements specified
in Section 017700 "Closeout Procedures."

AR Maintenance Data: Comply with requirements specified in Section 017823 "Operation and
Maintenance Data."
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K.  Qualification Data: Prepare written information that demonstrates capabilities and experience of
firm or person. Include lists of completed projects with project names and addresses, contact
information of architects and owners, and other information specified.

L.  Installer Certificates: Submit written statements on manufacturer's letterhead certifying that
Installer complies with requirements in the Contract Documents and, where required, is
authorized by manufacturer for this specific Project.

M.  Manufacturer Certificates: Submit written statements on manufacturer's letterhead certifying
that manufacturer complies with requirements in the Contract Documents. Include evidence of
manufacturing experience where required.

N.  Product Certificates: Submit written statements on manufacturer's letterhead certifying that
product complies with requirements in the Contract Documents.

0.  Material Certificates: Submit written statements on manufacturer's letterhead certifying that
material complies with requirements in the Contract Documents.

P. Material Test Reports: Submit reports written by a qualified testing agency, on testing agency's
standard form, indicating and interpreting test results of material for compliance with
requirements in the Contract Documents.

Q.  Product Test Reports: Submit written reports indicating that current product produced by
manufacturer complies with requirements in the Contract Documents. Base reports on
evaluation of tests performed by manufacturer and witnessed by a qualified testing agency, or
on comprehensive tests performed by a qualified testing agency.

R.  Research Reports: Submit written evidence, from a model code organization acceptable to
authorities having jurisdiction, that product complies with building code in effect for Project.
Include the following information:

Name of evaluation organization.
Date of evaluation.

Time period when report is in effect.
Product and manufacturers' names.
Description of product.

Test procedures and results.
Limitations of use.

N, h WD =

S. Preconstruction Test Reports: Submit reports written by a qualified testing agency, on testing
agency's standard form, indicating and interpreting results of tests performed before installation
of product, for compliance with performance requirements in the Contract Documents.

T.  Compatibility Test Reports: Submit reports written by a qualified testing agency, on testing
agency's standard form, indicating and interpreting results of compatibility tests performed
before installation of product. Include written recommendations for primers and substrate
preparation needed for adhesion.

U.  Field Test Reports: Submit written reports indicating and interpreting results of field tests
performed either during installation of product or after product is installed in its final location,
for compliance with requirements in the Contract Documents.
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V.

Design Data: Prepare and submit written and graphic information, including, but not limited to,
performance and design criteria, list of applicable codes and regulations, and calculations.
Include list of assumptions and other performance and design criteria and a summary of loads.
Include load diagrams if applicable. Provide name and version of software, if any, used for
calculations. Include page numbers.

PART 3 - EXECUTION

3.1

32

A,

B.

C.

A,

B.

CONTRACTOR'S REVIEW

Action and Informational Submittals: Review each submittal and check for coordination with
other Work of the Contract and for compliance with the Contract Documents. Note corrections
and field dimensions. Mark with approval stamp identifying Contractor before submitting to
Architect.

Project Closeout and Maintenance Material Submittals: See requirements in Section 017700
"Closeout Procedures."

Approval Stamp: Stamp each submittal with a uniform, approval stamp. Include Project name
and location, submittal number, Specification Section title and number, name of reviewer, date
of Contractor's approval, and statement certifying that submittal has been reviewed, checked,
and approved for compliance with the Contract Documents,

ARCHITECT'S ACTION

Except for submittals for the record or information, where action and return is required, the Ar-
chitect will review each submittal, mark to indicate action taken, and return promptly.

1. Compliance with specified characteristics is the Contractor's responsibility.
p

Action Stamp: The Architect will use the review stamp section of ‘Submittal Cover Sheet’ to
indicate the action taken, as follows:

1. ‘No Exception Taken’: The Work covered by the submittal may proceed provided it
complies with requirements of the Contract Documents. Final payment depends on that
compliance.

2. ‘Exception Noted’: The Work covered by the submittal may proceed provided it com-
plies with notations or corrections on the submittal and requirements of the Contract
Documents. Final payment depends on that compliance.

3. ‘Submit Specified’: Do not proceed with Work covered by the submittal, including pur-
chasing, fabrication, delivery, or other activity. Prepare a new submittal indicating speci-
fied material; resubmit without delay.

4. ‘Revise and Resubmit’: Do not proceed with Work covered by the submittal, including
purchasing, fabrication, delivery, or other activity. Revise or prepare a new submittal ac-
cording to the notations; resubmit without delay. Repeat if necessary to obtain different

action mark.
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5. ‘See Cover Letter’: Architect’s review of submittal has resulted in action requiring ex-
tensive conclusion, as outlined in cover letter. Review cover letter carefully and revise or

resubmit as necessary.
6. ‘Rejected’: Do not proceed with Work covered by the submittal, including purchasing,

fabrication, delivery, or other activity. Do not resubmit a revised copy; prepare a new
submittal according to the notations; resubmit without delay. Repeat if necessary to ob-
tain different action mark.

C. Unsolicited Submittals: The Architect will return unsolicited submittals to the sender without
action.

D.  Incomplete submittals are unacceptable, will be considered nonresponsive, and will be returned
for resubmittal without review.

END OF SECTION

Attachments:  Submittal Cover Sheet
Submittal Deviation Sheet
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SUBMITTAL COVER SHEET
(Attach to each copy of each submiital.)

PROJECT:
ARCHITECT/ENGINEER: Kari Westfall
103 Michigan Avenue
Charleston, WV 25302
PRIME CONTRACTOR:
SUBCON./SUPPLIER:
MANUFACTURER:
ITEM SUBMITTED: SUBMITTAL #:
SPEC. SECTION #: PARAGRAPH #:
DRAWING REFERENCE: DETAIL #:
CERTIFICATION: (Circle one.)
A. Certified to comply with Drawings and Specifications.
B. Certified to comply with Drawings and Specifications except as noted on attached Submittal
Deviation Sheet.
Signature: Subcontractor/Supplier Date Signature: Prime Contractor Date

Q0 NO EXCEPTION TAKEN QO EXCEPTION NOTED

QO SUBMIT SPECIFIED QO REVISE AND RESUBMIT

QO SEE COVER LETTER QO REJECTED

COMMENTS MADE ON THE SHOP DRAWINGS DURING THIS
REVIEW DO NOT RELIEVE THE CONTRACTOR FROM
COMPLIANCE WITH REQUIREMENTS OF THE DRAWINGS
AND SPECIFICATIONS. THIS CHECK IS ONLY FOR REVIEW
OF GENERAL CONFORMANCE WITH THE DESIGN CONCEPT
OF THE PROJECT AND GENERAL COMPLIANCE WITH THE
INFORMATION GIVEN IN THE CONTRACT DOCUMENTS. THE
CONTRACTOR IS RESPONSIBLE FOR: CONFIRMING AND
CORRELATING QUANTITIES AND DIMENSIONS, SELECTING
FABRICATION PROCESSES AND TECHNIQUES OF
CONSTRUCTION, COORDINATING THIS WORK WITH THAT
OF ALL OTHER TRADES, AND PERFORMING WORK IN A
SAFE AND SATISFACTORY MANNER. NOTE ANY
DEVIATIONS IN ATTACHED SUBMITTAL DEVIATION SHEET.

DATE: BY:

(PRIME CONTRACTOR APPROVAL STAMP)
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SUBMITTAL DEVIATION SHEET
(Attach this sheet behind Submittal Cover Sheet.)

PROJECT:

ARCHITECT/ENGINEER: Kari Westfall.
103 Michigan Avenue

Charleston, WV 25302
PRIME CONTRACTOR:
SUBCON./SUPPLIER:
PRODUCT SPECIFIED:
SPEC. SECTION #: PARAGRAPH #:
DRAWING REFERENCE: _ DETAIL #:

DESCRIPTION OF DEVIATION:

Signature: Subcontractor/Supplier Date Signature: Prime Contractor Date

ARCHITECT REMARKS:
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SECTION 014000 - QUALITY REQUIREMENTS

PART 1 - GENERAL

1.1

1.2

1.3

A.

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

Section includes administrative and procedural requirements for quality assurance and quality
control.

Testing and inspecting services are required to verify compliance with requirements specified or
indicated. These services do not relieve Contractor of responsibility for compliance with the

Contract Document requirements.

1. Specific quality-assurance and -control requirements for individual construction activities
are specified in the Sections that specify those activities. Requirements in those Sections

may also cover production of standard products.
2. Specified tests, inspections, and related actions do not limit Contractor's other
quality-assurance and -control procedures that facilitate compliance with the Contract

Document requirements.
3. Requirements for Contractor to provide quality-assurance and -control services required
by Architect, Owner, or authorities having jurisdiction are not limited by provisions of

this Section.
4. Specific test and inspection requirements are not specified in this Section.

DEFINITIONS

Quality-Assurance Services: Activities, actions, and procedures performed before and during
execution of the Work to guard against defects and deficiencies and substantiate that proposed

construction will comply with requirements.

Quality-Control Services: Tests, inspections, procedures, and related actions during and after
execution of the Work to evaluate that actual products incorporated into the Work and
completed construction comply with requirements. Services do not include contract
enforcement activities performed by Architect.

Preconstruction Testing: Tests and inspections performed specifically for Project before
products and materials are incorporated into the Work, to verify performance or compliance

with specified criteria.

Product Testing: Tests and inspections that are performed by an NRTL, an NVLAP, or a testing
agency qualified to conduct product testing and acceptable to authorities having jurisdiction, to
establish product performance and compliance with specified requirements.
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E.  Source Quality-Control Testing: Tests and inspections that are performed at the source, e.g.,
plant, mill, factory, or shop.

F.  Field Quality-Control Testing: Tests and inspections that are performed on-site for installation
of the Work and for completed Work.

G.  Testing Agency: An entity engaged to perform specific tests, inspections, or both. Testing
laboratory shall mean the same as testing agency. :

H.  Installer/Applicator/Erector: Contractor or another entity engaged by Contractor as an
employee, Subcontractor, or Sub-subcontractor, to perform a particular construction operation,
including installation, erection, application, and similar operations.

1. Use of trade-specific terminology in referring to a trade or entity does not require that
certain construction activities be performed by accredited or unionized individuals, or
that requirements specified apply exclusively to specific trade(s).

I Experienced: When used with an entity or individual, "experienced" means having successfully
completed a minimum of five previous projects similar in nature, size, and extent to this Project;
being familiar with special requirements indicated; and having complied with requirements of
authorities having jurisdiction.

1.4 CONFLICTING REQUIREMENTS

A.  Referenced Standards: If compliance with two or more standards is specified and the standards
establish different or conflicting requirements for minimum quantities or quality levels, comply
with the most stringent requirement. Refer conflicting requirements that are different, but
apparently equal, to Architect for a decision before proceeding.

B.  Minimum Quantity or Quality Levels: The quantity or quality level shown or specified shall be
the minimum provided or performed. The actual installation may comply exactly with the
minimum quantity or quality specified, or it may exceed the minimum within reasonable limits.
To comply with these requirements, indicated numeric values are minimum or maximumi, as
appropriate, for the context of requirements. Refer uncertainties to Architect for a decision
before proceeding.

1.5 INFORMATIONAL SUBMITTALS

A.  Contractor's Quality-Control Plan: For quality-assurance and quality-control activities and
responsibilities.

B.  Qualification Data: For Contractor's quality-control personnel.

C.  Testing Agency Qualifications: For testing agencies specified in "Quality Assurance" Article to
demonstrate their capabilities and experience. Include proof of qualifications in the form of a
recent report on the inspection of the testing agency by a recognized authority.

D.  Schedule of Tests and Inspections: Prepare in tabular form and include the following;:

1. Specification Section number and title.
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Entity responsible for performing tests and inspections.
Description of test and inspection.

Identification of applicable standards.

Identification of test and inspection methods.

Number of tests and inspections required.

Time schedule or time span for tests and inspections.
Requirements for obtaining samples.

Unique characteristics of each quality-control service.

R R NI N

1.6 CONTRACTOR'S QUALITY-CONTROL PLAN

A.  Quality-Control Plan, General: Submit quality-control plan within 7 days after Notice to
Proceed. Submit in format acceptable to Architect. Identify personnel, procedures, controls,
instructions, tests, records, and forms to be used to carry out Contractor's quality-assurance and
quality-control responsibilities. Coordinate with Contractor's construction schedule.

B.  Submittal Procedure: Describe procedures for ensuring compliance with requirements through
review and management of submittal process. Indicate qualifications of personnel responsible
for submittal review.

C.  Testing and Inspection: In quality-control plan, include a comprehensive schedule of Work
requiring testing or inspection, including the following:

1. Contractor-performed tests and inspections including subcontractor-performed tests and
inspections. Include required tests and inspections and Contractor-elected tests and
inspections.

2. Special inspections required by authorities having jurisdiction and indicated on the

"Statement of Special Inspections.”

D.  Continuous Inspection of Workmanship: Describe process for continuous inspection during
construction to identify and correct deficiencies in workmanship in addition to testing and
inspection specified. Indicate types of corrective actions to be required to bring work into
compliance with standards of workmanship established by Contract requirements and approved

mockups.

E.  Monitoring and Documentation: Maintain testing and inspection reports including log of
approved and rejected results. Include work Architect has indicated as nonconforming or
defective. Indicate corrective actions taken to bring nonconforming work into compliance with

requirements. Comply with requirements of authorities having jurisdiction.

1.7 REPORTS AND DOCUMENTS

A.  Test and Inspection Reports: Prepare and submit certified written reports specified in other
Sections. Include the following:

Date of issue.

Project title and number.

Name, address, and telephone number of testing agency.
Dates and locations of samples and tests or inspections.
Names of individuals making tests and inspections.

N
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6. Description of the Work and test and inspection method.

7. Identification of product and Specification Section.

8. Complete test or inspection data.

9. Test and inspection results and an interpretation of test results.

10.  Record of temperature and weather conditions at time of sample taking and testing and

inspecting. '

11.  Comments or professional opinion on whether tested or inspected Work complies with
the Contract Document requirements.

12. Name and signature of laboratory inspector.

13. Recommendations on retesting and re-inspecting.

B.  Manufacturer's Technical Representative’s Field Reports: Prepare written information
documenting manufacturer's technical representative's tests and inspections specified in other
Sections. Include the following:

Name, address, and telephone number of technical representative making report.

Statement on condition of substrates and their acceptability for installation of product.

Statement that products at Project site comply with requirements.

Summary of installation procedures being followed, whether they comply with

requirements and, if not, what corrective action was taken.

5. Results of operational and other tests and a statement of whether observed performance
complies with requirements.

6. Statement whether conditions, products, and installation will affect warranty,

7. Other required items indicated in individual Specification Sections.

B

C.  Factory-Authorized Service Representative's Reports: Prepare written information documenting
manufacturer's factory-authorized service representative's tests and inspections specified in
other Sections. Include the following:

L. Name, address, and telephone number of factory-authorized service representative
making report.

2. Statement that equipment complies with requirements.

3. Results of operational and other tests and a statement of whether observed performance
complies with requirements.

4. Statement whether conditions, products, and installation will affect warranty.

5 Other required items indicated in individual Specification Sections.

D.  Permits, Licenses, and Certificates: For Owner's records, submit copies of permits, licenses,
certifications, inspection reports, releases, jurisdictional settlements, notices, receipts for fee
payments, judgments, correspondence, records, and similar documents, established for
compliance with standards and regulations bearing on performance of the Work.

1.8 QUALITY ASSURANCE

A.  General: Qualifications paragraphs in this article establish the minimum qualification levels
required; individual Specification Sections specify additional requirements.

B.  Manufacturer Qualifications: A firm experienced in manufacturing products or systems similar

to those indicated for this Project and with a record of successful in-service performance, as
well as sufficient production capacity to produce required units.
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C.  Fabricator Qualifications: A firm experienced in producing products similar to those indicated
for this Project and with a record of successful in-service performance, as well as sufficient
production capacity to produce required units.

D.  Installer Qualifications: A firm or individual experienced in installing, erecting, or assembling
work similar in material, design, and extent to that indicated for this Project, whose work has
resulted in construction with a record of successful in-service performance.

E. Testing Agency Qualifications: An NRTL, an NVLAP, or an independent agency with the
experience and capability to conduct testing and inspecting indicated, as documented according
to ASTM E 329 ; and with additional qualifications specified in individual Sections; and, where
required by authorities having jurisdiction, that is acceptable to authorities.

1. NRTL: A nationally recognized testing laboratory according to 29 CFR 1910.7.
2. NVLAP: A testing agency accredited according to NIST's National Voluntary Laboratory
Accreditation Program.

F. Manufacturer's Technical Representative Qualifications: An authorized representative of
manufacturer who is trained and approved by manufacturer to observe and inspect installation
of manufacturer's products that are similar in material, design, and extent to those indicated for
this Project.

G.  Factory-Authorized Service Representative Qualifications: An authorized representative of
manufacturer who is trained and approved by manufacturer to inspect installation of
manufacturer's products that are similar in material, design, and extent to those indicated for this
Project.

H.  Preconstruction Testing: Where testing agency is indicated to perform preconstruction testing
for compliance with specified requirements for performance and test methods, comply with the

following:
1. Contractor responsibilities include the following:

a. Provide test specimens representative of proposed products and construction.

b. Submit specimens in a timely manner with sufficient time for testing and analyzing
results to prevent delaying the Work.

c. Provide sizes and configurations of test assemblies, mockups, and laboratory
mockups to adequately demonstrate capability of products to comply with
performance requirements.

d. Build site-assembled test assemblies and mockups using installers who will
perform same tasks for Project.

e. Build laboratory mockups at testing facility using personnel, products, and
methods of construction indicated for the completed Work.

f. When testing is complete, remove test specimens, assemblies, and mockups; do

not reuse products on Project,

2. Testing Agency Responsibilities: Submit a certified written report of each test,
inspection, and similar quality-assurance service to Architect, with copy to Contractor.
Interpret tests and inspections and state in each report whether tested and inspected work
complies with or deviates from the Contract Documents.
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1.9 QUALITY CONTROL

A.  Owner Responsibilities: Where quality-control services are indicated as Owner's responsibility,
Owner will engage a qualified testing agency to perform these services.

1. Owner will furnish Contractor with names, addresses, and telephone numbers of testing
agencies engaged and a description of types of testing and inspecting they are engaged to
perform.

2. Payment for these services will be the responsibility of the Owner.

3. Costs for retesting and re-inspecting construction that replaces or is necessitated by work

that failed to comply with the Contract Documents will be charged to Contractor, and the
Contract Sum will be adjusted by Change Order.

B.  Contractor Responsibilities: Tests and inspections not explicitly assigned to Owner are
Contractor's responsibility. Perform additional quality-control activities required to verify
that the Work complies with requirements, whether specified or not.

1. Unless otherwise indicated, provide quality-control services specified and those required
by authorities having jurisdiction. Perform quality-control services required of Contractor
by authorities having jurisdiction, whether specified or not.

2. Where services are indicated as Contractor's responsibility, engage a qualified testing
agency to perform these quality-control services.

a. Contractor shall not employ same entity engaged by Owner, unless agreed to in
writing by Owner.

3. Notify testing agencies at least 24 hours in advance of time when Work that requires
testing or inspecting will be performed.

4. Where quality-control services are indicated as Contractor's responsibility, submit a
certified written report, in duplicate, of each quality-control service.

S. Testing and inspecting requested by Contractor and not required by the Contract
Documents are Contractor's responsibility.

6. Submit additional copies of each written report directly to authorities having jurisdiction,

when they so direct.

C. Manufacturer's Field Services: Where indicated, engage a factory-authorized service
representative to inspect field-assembled components and equipment installation, including
service connections. Report results in writing as specified in Section 013300 "Submittal

Procedures."

D.  Manufacturer's Technical Services: Where indicated, engage a manufacturer's technical
representative to observe and inspect the Work. Manufacturer's technical representative's
services include participation in preinstallation conferences, examination of substrates and
conditions, verification of materials, observation of Installer activities, inspection of completed
portions of the Work, and submittal of written reports.

E.  Retesting/Re-inspecting: Regardless of whether original tests or inspections were
Contractor's responsibility, provide quality-control services, including retesting and re-
inspecting, for construction that replaced Work that failed to comply with the Contract
Documents.
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F. Testing Agency Responsibilities: Cooperate with Architect and Contractor in performance of
duties. Provide qualified personnel to perform required tests and inspections.

1. Notify Architect and Contractor promptly of irregularities or deficiencies observed in the
Work during performance of its services.

2. Determine the location from which test samples will be taken and in which in-situ tests
are conducted.

3. Conduct and interpret tests and inspections and state in each report whether tested and
inspected work complies with or deviates from requirements.

4, Submit a certified written report, in duplicate, of each test, inspection, and similar
quality-control service through Contractor.

5. Do not release, revoke, alter, or increase the Contract Document requirements or approve

or accept any portion of the Work.
6. Do not perform any duties of Contractor.

G.  Associated Services: Cooperate with agencies performing required tests, inspections, and
similar quality-control services, and provide reasonable auxiliary services as requested. Notify
agency sufficiently in advance of operations to permit assignment of personnel. Provide the
following:

1. Access to the Work.
Incidental labor and facilities necessary to facilitate tests and inspections.

3. Adequate quantities of representative samples of materials that require testing and
inspecting. Assist agency in obtaining samples.

4. Facilities for storage and field curing of test samples.

5. Delivery of samples to testing agencies.

6. Preliminary design mix proposed for use for material mixes that require control by testing
agency.

7. Security and protection for samples and for testing and inspecting equipment at Project
site.

H.  Coordination: Coordinate sequence of activities to accommodate required quality-assurance and
-control services with a minimum of delay and to avoid necessity of removing and replacing
construction to accommodate testing and inspecting.

1. Schedule times for tests, inspections, obtaining samples, and similar activities,
L Schedule of Tests and Inspections: Prepare a schedule of tests, inspections, and similar quality-
control services required by the Contract Documents. Coordinate and submit concurrently with

Contractor's construction schedule. Update as the Work progresses.

1. Distribution: Distribute schedule to Owner, Architect, testing agencies, and each party
involved in performance of portions of the Work where tests and inspections are required.

1.10 SPECIAL TESTS AND INSPECTIONS
A.  Special Tests and Inspections: Owner may engage a qualified special inspector to conduct special

tests and inspections required by authorities having jurisdiction, who shall perform as
follows:
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1. Verifying that manufacturer maintains detailed fabrication and quality-control procedures
and reviews the completeness and adequacy of those procedures to perform the Work.

2. Notifying Architect and Contractor promptly of irregularities and deficiencies observed
in the Work during performance of its services.

3. Submitting a certified written report of each test, inspection, and similar quality-control
service to Architect with copy to Contractor and to authorities having jurisdiction.

4. Submitting a final report of special tests and inspections at Substantial Completion,
which includes a list of unresolved deficiencies.

5. Interpreting tests and inspections and stating in each report whether tested and inspected
work complies with or deviates from the Contract Documents.

6.  Retesting and reinspecting corrected work.

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION

3.1

3.2

A.

B.

A

B.

C.

TEST AND INSPECTION LOG

Test and Inspection Log: Prepare a record of tests and inspections. Include the following:

Date test or inspection was conducted.

Description of the Work tested or inspected.

Date test or inspection results were transmitted to Architect,

Identification of testing agency or special inspector conducting test or inspection.

BB

Maintain log at Project site. Post changes and revisions as they occur. Provide access to test and
inspection log for Architect's reference during normal working hours.

REPAIR AND PROTECTION

General: On completion of testing, inspecting, sample taking, and similar services, repair
damaged construction and restore substrates and finishes,

1. Provide materials and comply with installation requirements specified in other
Specification Sections or matching existing substrates and finishes. Restore patched areas
and extend restoration into adjoining areas with durable seams that are as invisible as
possible. Comply with the Contract Document requirements for cutting and patching in
Section 017300 "Execution."

Protect construction exposed by or for quality-control service activities.
Repair and protection are Contractor's responsibility, regardless of the assignment of

responsibility for quality-control services.

END OF SECTION
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SECTION 015000 - TEMPORARY FACILITIES AND CONTROLS

PART 1 - GENERAL

1.1 RELATED DOCUMENTS

A.  Drawings and general provisions of the Contract and other Division 01 Specification

Sections apply to this Section.
1.2 SUMMARY

A.  Section includes requirements for temporary utilities, support facilities, and security and
protection facilities.

B.  Related Requirements:

1. Section 011000 "Summary" for work restrictions and limitations on utility interruptions.
1.3 USE CHARGES

A.  General: Installation and removal of and use charges for temporary facilities shall be included in
the Contract Sum unless otherwise indicated. Allow other entities to use temporary services and
facilities without cost, including, but not limited to, Owner's construction forces,
Architect, occupants of Project, testing agencies, and authorities having jurisdiction,

B.  Water and Sewer Service from Existing System: Water from Owner's existing water system is
available for use without metering and without payment of use charges. Provide connections
and extensions of services as required for construction operations.

C.  Electric Power Service from Existing System: Electric power from Owner's existing system is
available for use without metering and without payment of use charges. Provide connections
and extensions of services as required for construction operations.

1.4 INFORMATIONAL SUBMITTALS

A.  Fire-Safety Program: Show compliance with requirements of NFPA 241 and authorities having
jurisdiction. Indicate Contractor personnel responsible for management of fire-prevention
program.

B.  Dust- and HVAC-Control Plan: Submit coordination drawing and narrative that indicates the
dust- and HVAC-control measures proposed for use, proposed locations, and proposed time
frame for their operation. Identify further options if proposed measures are later determined to
be inadequate. Include the following;

1. Locations of dust-control partitions at each phase of work.
2, HVAC system isolation schematic drawing,
TEMPORARY FACILITIES
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1.5

A,

B.

C.

1.6

A.

3. Location of proposed air-filtration system discharge.
4. Waste handling procedures.
5. Other dust-control measures.

QUALITY ASSURANCE

Electric Service: Comply with NECA, NEMA, and UL standards and regulations for temporary
electric service. Install service to comply with NFPA 70.

Tests and Inspections: Arrange for authorities having jurisdiction to test and inspect each
temporary utility before use. Obtain required certifications and permits.

Accessible Temporary Egress: Comply with applicable provisions in the U.S. Architectural &
Transportation Barriers Compliance Board's ADA-ABA Accessibility Guidelines.

PROJECT CONDITIONS

Temporary Use of Permanent Facilities: Engage Installer of each permanent service to assume
responsibility for operation, maintenance, and protection of each permanent service during its
use as a construction facility before Owner's acceptance, regardless of previously assigned
responsibilities.

PART 2 - PRODUCTS

A.

B.

C.

22

A.

Polyethylene Sheet: Reinforced, fire-resistive sheet, 10-mil (0.25-mm) minimum thickness,
with flame-spread rating of 15 or less per ASTM E 84 and passing NFPA 701 Test Method 2.

Dust-Control Adhesive-Surface Walk-off Mats: Provide mats minimum 36 by 60 inches (914
by 1624 mm).

Insulation: Unfaced mineral-fiber blanket, manufactured from glass, slag wool, or rock wool;
with maximum flame-spread and smoke-developed indexes of 25 and 50, respectively.

TEMPORARY FACILITIES

Common-Use Field Office: Of sufficient size to accommodate needs of Owner, Architect, and
construction personnel office activities and to accommodate Project meetings specified in other
Division 01 Sections. Keep office clean and orderly. Furnish and equip offices as follows:

1. Owner will provide field office/laydown area in the West Wing basement.

2. Conference room of sufficient size to accommodate meetings of 10 individuals. Heating
and cooling equipment necessary to maintain a uniform indoor temperature of 68 to 72
deg F (20 to 22 deg C) (not applicable to this project)

3. Lighting fixtures capable of maintaining average illumination of 20 fc (215 Ix) at desk
height (not applicable to this project)

TEMPORARY FACILITIES
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A,

B.

C.

EQUIPMENT

Fire Extinguishers: Portable, UL rated; with class and extinguishing agent as required by
locations and classes of fire exposures.

HVAC Equipment: Provide temporary vented, self-contained, liquid-propane-gas or fuel-oil
heaters, air handling units, and portable air-conditioning units with individual space
thermostatic control. (not applicable to this project).

1. Use of gasoline-burning space heaters, open-flame heaters, or salamander-type heating
units is prohibited.

2. Heating Units: Listed and labeled for type of fuel being consumed, by a qualified testing
agency acceptable to authorities having jurisdiction, and marked for intended location
and application.

3. Permanent HVAC System: Upon Architect’s authorization to use permanent HVAC
system for temporary use during construction, provide filter with MERV of <8> at each
return-air grille in system and remove at end of construction and clean HVAC system as
required in Section 017700 "Closeout Procedures”.

Air-Filtration Units: Primary and secondary High-Efficiency Particulate Absorption (HEPA) -
filter-equipped portable units with four-stage filtration. Provide single switch for emergency
shutoff. Contigure to run continuously.

PART 3 - EXECUTION

3.1

A

B.

3.2

A

B.

INSTALLATION, GENERAL

Locate facilities where they will serve Project adequately and result in minimum interference
with performance of the Work. Relocate and modify facilities as required by progress of the
Work.

L. Locate facilities to limit site disturbance as specified in Section 011000 "Summary."
Provide each facility ready for use when needed to avoid delay. Do not remove until facilities
are no longer needed or are replaced by authorized use of completed permanent facilities.
TEMPORARY UTILITY INSTALLATION

General: Install temporary service or connect to existing service.

1. Arrange with utility company, Owner, and existing users for time when service can be
interrupted, if necessary, to make connections for temporary services.

Sewers and Drainage: Provide temporary utilities to remove effluent lawfully.
1. Prevent sewer gas from leaking into occupied areas of building. Presence of sewer gas in

occupied areas of building will be cause for Owner’s stopping of the work, and such
stoppage will not entitle to the Contractor to an extension of Contract Time.

TEMPORARY FACILITIES
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C. Water Service: Connect to Owner's existing water service facilities. Clean and maintain water
service facilities in a condition acceptable to Owner. At Substantial Completion, restore these
facilities to condition existing before initial use.

I. Protect building’s existing water system during construction and repair or replace system
components to Owner’s satisfaction if damaged by construction operations.
2. Clean and maintain water service facilities in a condition acceptable to Owner.

D.  Toilets: Use of Owner's existing toilet facilities will be permitted, as long as facilities are
cleaned and maintained in a condition acceptable to Owner. At Substantial Completion, restore
these facilities to condition existing before initial use.

E. Heating: Provide temporary heating required by construction activities for curing or drying of
completed installations or for protecting installed construction from adverse effects of low
temperatures or high humidity. Select equipment that will not have a harmful effect on
completed installations or elements being installed.

F. Isolation of Work Areas in Occupied Facilities: Prevent dust, fumes, and odors from entering
occupied areas.

1. Prior to commencing work, isolate the HVAC system in area where work is to be
performed according to coordination drawings.

a. Disconnect supply and return ductwork in work area from HVAC systems
servicing occupied areas.
b. Maintain negative air pressure within work area using HEPA-equipped air-

filtration units, starting with commencement of temporary partition construction,
and continuing until removal of temporary partitions is complete.

2. Maintain dust partitions during the Work. Use vacuum collection attachments on dust-
producing equipment. Isolate limited work within occupied areas using portable dust-

containment devices.
3. Perform daily construction cleanup and final cleanup using approved, HEPA-filter-

equipped vacuum equipment.

G.  Ventilation and Humidity Control: Provide temporary ventilation required by construction
activities for curing or drying of completed installations or for protecting installed construction
from adverse effects of high humidity. Select equipment that will not have a harmful effect on
completed installations or elements being installed. Coordinate ventilation requirements to
produce ambient condition required and minimize energy consumption.

1. Provide dehumidification systems when required to reduce substrate moisture levels to
level required to allow installation or application of finishes.

H.  Electric Power Service: Connect to Owner's existing electric power service. Maintain equipment
in a condition acceptable to Owner.

L Lighting: Provide temporary lighting with local switching that provides adequate illumination
for construction operations, observations, inspections, and traffic conditions.

TEMPORARY FACILITIES
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1. Install and operate temporary lighting that fulfills security and protection requirements
. without operating entire system.
2. Install lighting for Project identification sign.

33 SUPPORT FACILITIES INSTALLATION
A.  General: Comply with the following:

1. Provide construction for temporary offices, shops, and sheds located within construction
area or within 30 feet (9m) of building lines that is noncombustible according to
ASTM E 136. Comply with NFPA 241,

2. Maintain support facilities until Architect schedules Substantial Completion inspection.
Remove before Substantial Completion. Personnel remaining after Substantial
Completion will be permitted to use permanent facilities, under conditions acceptable to
Owner.

B.  Protect all existing paving areas including driveways, parking areas, and walks. Repair or
replace same to Owner’s satisfaction if damaged by construction operations. Coordinate
delivery routes, receiving areas, and storage areas with Owner.

C.  Traffic Controls: Comply with requirements of authorities having jurisdiction.

1. Protect existing site improvements to remain including curbs, pavement, and utilities.
2. Maintain access for fire-fighting equipment and access to fire hydrants.

D.  Parking: Only use designated areas of Owner's existing parking areas for construction personnel.

E.  Waste Disposal Facilities: Provide waste-collection containers in sizes adequate to handle waste
from construction operations. Comply with requirements of authorities having jurisdiction.
Comply with progress cleaning requirements in Section 017300 "Execution." Coordinate
location with Owner.

F.  Existing Elevator Use: Use of Owner's existing elevators will be permitted, provided elevators
are cleaned and maintained in a condition acceptable to Owner. At Substantial Completion,
restore elevators to condition existing before initial use

1. Do not load elevators beyond their rated weight capacity.

2. Provide protective coverings, barriers, devices, signs, or other procedures to protect
elevator car and entrance doors and frame. If, despite such protection, elevators become
damaged, engage elevator Installer to restore damaged work so no evidence remains of
correction work. Return items that cannot be refinished in field to the shop, make
required repairs and refinish entire unit, or provide new units as required.

G.  Existing Stair Usage: Use of Owner's existing stairs will be permitted, provided stairs are
cleaned and maintained in a condition acceptable to Owner. At Substantial Completion, restore
stairs to condition existing before initial use.

1. Provide protective coverings, barriers, devices, signs, or other procedures to protect stairs
and to maintain means of egress. If stairs become damaged, restore damaged areas so no
evidence remains of correction work.

TEMPORARY FACILITIES
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SECURITY AND PROTECTION FACILITIES INSTALLATION

Protection of Existing Facilities: Protect existing vegetation, equipment, structures, utilities, and
other improvements at Project site and on adjacent properties, except those indicated to be
removed or altered. Repair damage to existing facilities.

Environmental Protection: Provide protection, operate temporary facilities, and conduct
construction as required to comply with environmental regulations and that minimize possible
air, waterway, and subsoil contamination or pollution or other undesirable effects.

1. Comply with work restrictions specified in Section 011000 "Summary."

Security Enclosure and Lockup: Install temporary enclosure around partially completed areas of
construction. Provide lockable entrances to prevent unauthorized entrance, vandalism, theft, and
similar violations of security. Lock entrances at end of each work day.

Barricades, Warning Signs, and Lights: Comply with requirements of authorities having
jurisdiction for erecting structurally adequate barricades, including warning signs and lighting.

Temporary Egress: Maintain temporary egress from existing occupied facilities as indicated and
as required by authorities having jurisdiction.

Temporary Enclosures: Provide temporary enclosures for protection of construction, in progress
and completed, from exposure, foul weather, other construction operations, and similar
activities. Provide temporary weathertight enclosure for building exterior.

1. Where heating or cooling is needed and permanent enclosure is incomplete, insulate
temporary enclosures.

Temporary Partitions: Provide floor-to-ceiling dustproof partitions to limit dust and dirt
migration and to separate areas occupied by Owner and tenants from fumes and noise.

1. Construct dustproof partitions with gypsum wallboard with joints taped on occupied side,
and fire-retardant-treated plywood on construction operations side.

2. Where fire-resistance-rated temporary partitions are indicated or are required by
authorities having jurisdiction, construct partitions according to the rated assemblies.

3. Insulate partitions to control noise transmission to occupied areas.

4, Seal joints and perimeter. Equip partitions with gasketed dustproof doors and security
locks where openings are required.

5. Protect air-handling equipment.

6. Provide walk-off mats at each entrance through temporary partition.

Temporary Fire Protection: Install and maintain temporary fire-protection facilities of types
needed to protect against reasonably predictable and controllable fire losses. Comply with
NFPA 241; manage fire-prevention program.

1. Prohibit smoking and vaping in construction areas.
2. Supervise welding operations, combustion-type temporary heating units, and similar
sources of fire ignition according to requirements of authorities having jurisdiction.

TEMPORARY FACILITIES
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3. Develop and supervise an overall fire-prevention and -protection program for personnel
at Project site. Review needs with local fire department and establish procedures to be
followed. Instruct personnel in methods and procedures. Post warnings and information.

4. Provide temporary standpipes and hoses for fire protection. Hang hoses with a warning
sign stating that hoses are for fire-protection purposes only and are not to be removed.
Match hose size with outlet size and equip with suitable nozzles.

3.5 MOISTURE AND MOLD CONTROL

A.  Contractor's Moisture-Protection Plan: Avoid trapping water in finished work. Document
visible signs of mold that may appear during construction.

B.  Exposed Construction Phase: Before installation of weather barriers, when materials are subject
to wetting and exposure and to airborne mold spores, protect as follows:

Protect porous materials from water damage.

Protect stored and installed material from flowing or standing water.

Keep porous and organic materials from coming into prolonged contact with concrete.
Remove standing water from decks.

Keep deck openings covered or dammed.

DA W -

3.6 OPERATION, TERMINATION, AND REMOVAL

A.  Supervision: Enforce strict discipline in use of temporary facilities. To minimize waste and
abuse, limit availability of temporary facilities to essential and intended uses.

B.  Maintenance: Maintain facilities in good operating condition until removal.

1. Maintain operation of temporary enclosures, heating, cooling, humidity control,
ventilation, and similar facilities on a 24-hour basis where required to achieve indicated
results and to avoid possibility of damage.

C.  Temporary Facility Changeover: Do not change over from using temporary security and
protection facilities to permanent facilities until Substantial Completion.

D.  Termination and Removal: Remove each temporary facility when need for its service has ended,
when it has been replaced by authorized use of a permanent facility, or no later than Substantial
Completion. Complete or, if necessary, restore permanent construction that may have been
delayed because of interference with temporary facility. Repair damaged Work, clean exposed
surfaces, and replace construction that cannot be satisfactorily repaired.

1. Materials and facilities that constitute temporary facilities are property of Contractor.
Owner reserves right to take possession of Project identification signs.
2. Remove temporary roads and paved areas not intended for or acceptable for integration

into permanent construction. Where area is intended for landscape development, remove
soil and aggregate fill that do not comply with requirements for fill or subsoil. Remove
materials contaminated with road oil, asphalt and other petrochemical compounds, and
other substances that might impair growth of plant materials or lawns.

TEMPORARY FACILITIES
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3. Repair or replace street paving, curbs, and sidewalks at temporary entrances, as required
by authorities having jurisdiction.

4, At Substantial Completion, repair, renovate, and clean permanent facilities used during
construction period. Comply with final cleaning requirements specified in
Section 017700 "Closeout Procedures."

END OF SECTION

TEMPORARY FACILITIES
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SECTION 016000 - PRODUCT REQUIREMENTS

PART 1 - GENERAL

1.1

1.2

1.3

A.

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

Section includes administrative and procedural requirements for selection of products for use in
Project; product delivery, storage, and handling; manufacturers' standard warranties on
products; special warranties; and comparable products.

Related Requirements:

1. Section 012500 "Substitution Procedures (post award)" for requests for substitutions.

DEFINITIONS

Products: Items obtained for incorporating into the Work, whether purchased for Project or
taken from previously purchased stock. The term "product” includes the terms "material,"
"equipment,” "system," and terms of similar intent.

1. Named Products: Items identified by manufacturer's product name, including make or
model number or other designation shown or listed in manufacturer's published product
literature, that is current as of date of the Contract Documents.

2. New Products: Items that have not previously been incorporated into another project or
facility. Products salvaged or recycled from other projects are not considered new
products.

3. Comparable Product: Product that is demonstrated and approved through submittal
process to have the indicated qualities related to type, function, dimension, in-service
performance, physical properties, ‘appearance, and other characteristics that equal or
exceed those of specified product.

Substitutions: Changes in products, materials, equipment, and methods of construction
from those required by the Contract Documents and proposed by Contractor.

Basis-of-Design Product Specification: A specification in which a specific manufacturer's
product is named and accompanied by the words "basis-of-design product," including make or
model number or other designation, to establish the significant qualities related to type,
function, dimension, in-service performance, physical properties, appearance, and other
characteristics for purposes of evaluating comparable products of additional manufacturers
named in the specification.
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1.4 ACTION SUBMITTALS

A.  Comparable Product Requests: Submit request for consideration of each comparable product.
Identify product or fabrication or installation method to be replaced. Include Specification
Section number and title and Drawing numbers and titles.

1. Include data to indicate compliance with the requirements specified in "Comparable
Products" Article.
2. Architect's Action: If necessary, Architect will request additional information or

documentation for evaluation within one week of receipt of a comparable product
request. Architect will notify Contractor of approval or rejection of proposed comparable
product request within 15 days of receipt of request, or seven days of receipt of
additional information or documentation, whichever is later.

a. Form of Approval: As specified in Section 013300 "Submittal Procedures."
b. Use product specified if Architect does not issue a decision on use of a comparable
product request within time allocated.

B.  Basis-of-Design Product Specification Submittal: Comply with requirements in Section 013300
"Submittal Procedures." Show compliance with requirements.

1.5 QUALITY ASSURANCE
A.  Compatibility of Options: If Contractor is given option of selecting between two or more

products for use on Project, select product compatible with products previously selected, even if
previously selected products were also options.

1. Each contractor is responsible for providing products and construction methods
compatible with products and construction methods of other contractors.

2. If a dispute arises between contractors over concurrently selectable but incompatible
products, Architect will determine which products shall be used.

3. If connecting mechanical and electrical services, circuit breakers, conduit, motors, bases,

and equipment requires that spaces are to be increased or reduced to accommodate
deviations from named, or Basis Of Design products, systems, or equipment, such
modifications shall be coordinated with affected trades at no additional cost to the owner.
If minimum energy ratings or efficiencies of equipment are specified, equipment must
meet design and commissioning requirements.

1.6 PRODUCT DELIVERY, STORAGE, AND HANDLING

A.  Deliver, store, and handle products using means and methods that will prevent damage,
deterioration, and loss, including theft and vandalism. Comply with manufacturer's written
instructions. Keep all construction materials clean and free of deleterious materials including
dirt, oil, grease and other matter on all surfaces. Failure to comply will result in rejection of
work.

B.  Delivery and Handling:

1. Schedule delivery to minimize long-term storage at Project site and to prevent
overcrowding of construction spaces.
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1.7

C.

A.

B.

C.

2. Coordinate delivery with installation time to ensure minimum holding time for items that
are flammable, hazardous, easily damaged, or sensitive to deterioration, theft, and other
losses.

3. Deliver products to Project site in an undamaged condition in manufacturer's original
sealed container or other packaging system, complete with labels and instructions for
handling, storing, unpacking, protecting, and installing.

4. Inspect products on delivery to determine compliance with the Contract Documents and
to determine that products are undamaged and properly protected.

Storage:

1. Store products to allow for inspection and measurement of quantity or counting of units.
Store products that are subject to damage by the elements, under cover in a weathertight
enclosure above ground, with ventilation adequate to prevent condensation.

3. Comply with product manufacturer's written instructions for temperature, humidity,
ventilation, and weather-protection requirements for storage.

4. Protect stored products from damage and liquids from freezing.

5. Provide a secure location and enclosure at Project site for storage of materials and

equipment by Owner's construction forces. Coordinate location with Owner.

PRODUCT WARRANTIES

Warranties specified in other Sections shall be in addition to, and run concurrent with, other
warranties required by the Contract Documents. Manufacturer's disclaimers and limitations on
product warranties do not relieve Contractor of obligations under requirements of the Contract
Documents.

1. Manufacturer's Warranty: Written warranty furnished by individual manufacturer for a
particular product and specifically endorsed by manufacturer to Owner.
2. Special Warranty: Written warranty required by the Contract Documents to provide

specific rights for Owner.

Special Warranties: Prepare a written document that contains appropriate terms and
identification, ready for execution.

1. Manufacturer's Standard Form: Modified to include Project-specific information and

properly executed.
2. Specified Form: When specified forms are included with the Specifications, prepare a
written document using indicated form properly executed.

Submittal Time: Comply with requirements in Section 017700 "Closeout Procedures."

PART 2 - PRODUCTS

2.1

A,

PRODUCT SELECTION PROCEDURES

General Product Requirements: Provide products that comply with the Contract Documents, are
undamaged and, unless otherwise indicated, are new at time of installation.
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Provide products complete with accessories, trim, finish, fasteners, and other items
needed for a complete installation and indicated use and effect.

Standard Products: If available, and unless custom products or nonstandard options are
specified, provide standard products of types that have been produced and used
successfully in similar situations on other projects.

Owner reserves the right to limit selection to products with warranties not in conflict with
requirements of the Contract Documents.

Where products are accompanied by the term "as selected,” Architect will make
selection.

Descriptive, performance, and reference standard requirements in the Specifications
establish salient characteristics of products.

Or Equal: For products specified by name and accompanied by the term "or equal,” or "or
approved equal,” or "or approved," comply with requirements in "Comparable Products"
Article to obtain approval for use of an unnamed product.

B. Product Selection Procedures:

1.

Any product whose manufacturer’s warranty requires operation of the building’s
permanent HVAC system during and immediately following installation of their
product will be rejected unless such manufacturer waives this requirement in writing,
and allows the use of temporary environmental conditioning and humidity control to
maintain minimum environmental conditions during said construction or installation
without voiding said warranty.

Product: Where Specifications name a single manufacturer and product, provide the
named product that complies with requirements. Comparable products or substitutions for
Contractor's convenience will not be considered.

Manufacturer/Source: Where Specifications name a single manufacturer or source,
provide a product by the named manufacturer or source that complies with requirements.
Comparable products or substitutions for Contractor's convenience will not be
considered.

Products:

a. Restricted List: Where Specifications include a list of names of both manufacturers
and products, provide one of the products listed that complies with requirements.
Comparable products or substitutions for Contractor's convenience will not be
considered.

b. Nonrestricted List: Where Specifications include a list of names of both available
manufacturers and products, provide one of the products listed, or an unnamed
product, that complies with requirements. Comply with requirements in
"Comparable Products" Article for consideration of an unnamed product.

Manufacturers:

a. Restricted List: Where Specifications include a list of manufacturers' names,
provide a product by one of the manufacturers listed that complies with
requirements. Comparable products or substitutions for Contractor's convenience
will not be considered.

b. Nonrestricted List: Where Specifications include a list of available manufacturers,
provide a product by one of the manufacturers listed, or a product by an unnamed
manufacturer, that complies with requirements.
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2.2

C. Comply with requirements in "Comparable Products" Article for consideration of
an unnamed manufacturer's product.

6. Basis-of-Design Product: Where Specifications name a product, or refer to a product
indicated on Drawings, and include a list of manufacturers, provide the specified or
indicated product or a comparable product by one of the other named manufacturers.
Drawings and Specifications indicate sizes, profiles, dimensions, and other characteristics
that are based on the product named. Comply with requirements in "Comparable
Products" Article for consideration of an unnamed product by one of the other named
manufacturers.

Visual Matching Specification: Where Specifications require "match Architect's sample”,
provide a product that complies with requirements and matches Architect's sample. Architect's
decision will be final on whether a proposed product matches.

1. If no product available within specified category matches and complies with other
specified requirements, comply with requirements in Section 012500 "Substitution
Procedures (post award)" for proposal of product.

Visual Selection Specification: Where Specifications include the phrase "as selected by
Architect from manufacturer's full range" or similar phrase, select a product that complies with
requirements. Architect will select color, gloss, pattern, density, or texture from manufacturer's
product line that includes both standard and premium items.

COMPARABLE PRODUCTS

Conditions for Consideration: Architect will consider Contractor's request for comparable
product when the following conditions are satisfied. If the following conditions are not satisfied,
Architect may return requests without action, except to record noncompliance with these
requirements:

1. Evidence that the proposed product does not require revisions to the Contract Documents,
that it is consistent with the Contract Documents and will produce the indicated results,
and that it is compatible with other portions of the Work.

2. Detailed comparison of significant qualities of proposed product with those named in the
Specifications. Significant qualities include attributes such as performance, weight, size,
durability, visual effect, and specific features and requirements indicated.

3. Evidence that proposed product provides specified warranty.

4. List of similar installations for completed projects with project names and addresses and
names and addresses of architects and owners, if requested.

5. Samples, if requested.

PART 3 - EXECUTION (Not Used)

END OF SECTION
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SECTION 017300 - EXECUTION

PART 1 - GENERAL

1.1 RELATED DOCUMENTS

A. Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

1.2 SUMMARY

A.  Section includes general administrative and procedural requirements governing execution of
the Work including, but not limited to, the following:

1.  Installation of the Work.

2. Cutting and patching.

3.  Progress cleaning.

4.  Starting and adjusting.

5. Protection of installed construction.

B.  Related Requirements:

Section 011000 "Summary” for limits on use of Project site.

Section 013300 "Submittal Procedures” for submitting surveys.

3. Section 017700 "Closeout Procedures" for submitting final property survey with Project
Record Documents, recording of Owner-accepted deviations from indicated lines and
levels, replacing defective work, and final cleaning.

Y —

1.3 DEFINITIONS

A.  Cutting: Removal of in-place construction necessary to permit installation or performance of
subsequent work.

B.  Patching: Fitting and repair work required to restore construction to original conditions after
installation of subsequent work.

14 PREINSTALLATION MEETINGS
A.  Cutting and Patching Conference: Conduct conference at Project site.
l. Prior to submitting cutting and patching plan, review extent of cutting and patching
anticipated and examine procedures for ensuring satisfactory result from cutting and

patching work. Require representatives of each entity directly concerned with cutting and
patching to attend, including the following:
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Contractor's superintendent.

Trade supervisor responsible for cutting operations.

Trade supervisor(s) responsible for patching of each type of substrate.

Mechanical, electrical, and utilities subcontractors' supervisors, to the extent each
trade is affecting by cutting and patching operations.

e o

Review areas of potential interference and conflict. Coordinate procedures and resolve
potential conflicts before proceeding.

1.5 INFORMATIONAL SUBMITTALS

A.  Cutting and Patching Plan: Submit plan describing procedures at least 10 days prior to the time
cutting and patching will be performed. Include the following information:

1.
2.

Extent: Describe reason for and extent of each occurrence of cutting and patching.
Changes to In-Place Construction: Describe anticipated results. Include changes to
structural elements and operating components as well as changes in building appearance
and other significant visual elements.

Products: List products to be used for patching and firms or entities that will perform
patching work.

Dates: Indicate when cutting and patching will be performed.

Utilities and Mechanical and Electrical Systems: List services and systems that cutting
and patching procedures will disturb or affect. List services and systems that will be
relocated and those that will be temporarily out of service. Indicate length of time
permanent services and systems will be disrupted.

a. Include description of provisions for temporary services and systems during
interruption of permanent services and systems.

1.6 QUALITY ASSURANCE

A.  Cutting and Patching: Comply with requirements for and limitations on cutting and patching of
construction elements.

1.

EXECUTION

Structural Elements: When cutting and patching structural elements, notify Architect of
locations and details of cutting and await directions from Architect before proceeding.
Shore, brace, and support structural elements during cutting and patching. Do not cut and
patch structural elements in a manner that could change their load-carrying capacity or
increase deflection.

Operational Elements: Do not cut and patch operating elements and related components
in a manner that results in reducing their capacity to perform as intended or that results in
increased maintenance or decreased operational life or safety.

Primary operational systems and equipment.
Fire separation assemblies.

Air or smoke barriers.

Fire-suppression systems.

Plumbing piping systems.

Mechanical systems piping and ducts.

o Ao o
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Control systems.

Communication systems.

Fire-detection and -alarm systems.
Conveying systems.

Electrical wiring systems.

Operating systems of special construction.

s

Other Construction Elements: Do not cut and patch other construction elements or
components in a manner that could change their load-carrying capacity, that results in
reducing their capacity to perform as intended, or that results in increased maintenance or
decreased operational life or safety. Other construction elements include but are not
limited to the following:

Water, moisture, or vapor barriers.

Membranes and flashings.

Exterior curtain-wall construction.

Sprayed fire-resistive material.

Equipment supports.

Piping, ductwork, vessels, and equipment.

Noise- and vibration-control elements and systems.

o ae o

Effect repairs to those structural elements, operational elements, and other construction
elements described in this Section, that are damaged by construction operations with
designs and materials approved in writing by a Professional Engineer registered in the
state in which the project is located.

Visual Elements: Do not cut and patch construction in a manner that results in visual
evidence of cutting and patching. Do not cut and patch exposed construction in a manner
that would, in Architect's opinion, reduce the building's aesthetic qualities. Remove and
replace construction that has been cut and patched in a visually unsatisfactory manner.

B.  Manufacturer's Installation Instructions: Obtain and maintain on-site manufacturer's written
recommendations and instructions for installation of products and equipment,

PART 2 - PRODUCTS

2.1 MATERIALS

A.  General: Comply with requirements specified in other Sections.

L.

For projects requiring compliance with sustainable design and construction practices and
procedures, use products for patching that comply with sustainable design requirements.

B.  In-Place Materials: Use materials for patching identical to in-place materials. For exposed
surfaces, use materials that visually match in-place adjacent surfaces to the fullest extent

possible.
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1. If identical materials are unavailable or cannot be used, use materials that, when installed,
will provide a match acceptable to Architect for the visual and functional performance of
in-place materials.

PART 3 - EXECUTION

3.1

32

EXAMINATION

Existing Conditions: The existence and location of underground and other utilities and
construction indicated as existing are not guaranteed. Before beginning site work, investigate
and verify the existence and location of underground utilities, mechanical and electrical
systems, and other construction affecting the Work.

1. Before construction, verify the location and invert elevation at points of connection of
sanitary sewer, storm sewer, and water-service piping; underground electrical services;

and other utilities.
2. Furnish location data for work related to Project that must be performed by public

utilities serving Project site.

Examination and Acceptance of Conditions: Before proceeding with each component of the
Work, examine substrates, areas, and conditions, with Installer or Applicator present where
indicated, for compliance with requirements for installation tolerances and other conditions
affecting performance. Record observations.

L. Examine roughing-in for mechanical and electrical systems to verify actual locations of
connections before equipment and fixture installation.
2. Examine areas for suitable conditions where products and systems are to be installed.

3. Verify compatibility with and suitability of substrates, including compatibility with
existing finishes or primers.

Written Report: Where a written report listing conditions detrimental to performance of the
Work is required by other Sections, include the following:

Description of the Work.

List of detrimental conditions, including substrates.
List of unacceptable installation tolerances.
Recommended corrections.

bl

Proceed with installation only after unsatisfactory conditions have been corrected. Proceeding
with the Work indicates acceptance of surfaces and conditions.

PREPARATION

Existing Utility Information: Furnish information to Owner that is necessary to adjust, move, or
relocate existing utility structures, utility poles, lines, services, or other utility appurtenances
located in or affected by construction. Coordinate with authorities having jurisdiction.
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B.  Field Measurements: Take field measurements as required to fit the Work properly. Recheck
measurements before installing each product. Where portions of the Work are indicated to fit to
other construction, verify dimensions of other construction by field measurements before
fabrication. Coordinate fabrication schedule with construction progress to avoid delaying the

Work.

C.  Space Requirements: Verify space requirements and dimensions of items shown
diagrammatically on Drawings.

D.  Review of Contract Documents and Field Conditions: Immediately on discovery of the need for
clarification of the Contract Documents caused by differing field conditions outside the control
of Contractor, submit a request for information to Architect according to requirements in
Section 013100 "Project Management and Coordination."

33 INSTALLATION

A.  General: Locate the Work and components of the Work accurately, in correct alignment and
elevation, as indicated.

1. Make vertical work plumb and make horizontal work level.

2. Where space is limited, install components to maximize space available for maintenance

and ease of removal for replacement.

Conceal pipes, ducts, and wiring in finished areas unless otherwise indicated.

4. Maintain minimum headroom clearance of 96 inches in occupied spaces and 90 inches
in unoccupied spaces.

et

B.  Keep all construction materials clean during storage, transportation, and installation. Remove
deleterious materials, including dirt, oil, grease, etc. from surfaces of all construction
materials. Materials installed without compliance will be rejected.

C.  Comply with manufacturer's written instructions and recommendations for installing products in
applications indicated.

D. Install products at the time and under conditions that will ensure the best possible results.
Maintain conditions required for product performance until Substantial Completion.

E.  Conduct construction operations so no part of the Work is subjected to damaging operations or
loading in excess of that expected during normal conditions of occupancy.

F.  Sequence the Work and allow adequate clearances to accommodate movement of construction
items on site and placement in permanent locations.

G.  Tools and Equipment: Where possible, select tools or equipment that minimize production of
excessive noise levels.

H.  Templates: Obtain and distribute to the parties involved templates for work specified to be
factory prepared and field installed. Check Shop Drawings of other portions of the Work to
confirm that adequate provisions are made for locating and installing products to comply with
indicated requirements.
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3.4

Attachment: Provide blocking and attachment plates and anchors and fasteners of adequate size
and number to securely anchor each component in place, accurately located and aligned with
other portions of the Work, Where size and type of attachments are not indicated, verify size
and type required for load conditions.

1. Mounting Heights: Where mounting heights are not indicated, mount components at
heights directed by Architect.

2. Allow for building movement, including thermal expansion and contraction.

3. Coordinate installation of anchorages. Furnish setting drawings, templates, and directions

for installing anchorages, including sleeves, concrete inserts, anchor bolts, and items with
integral anchors, that are to be embedded in concrete or masonry. Deliver such items to
Project site in time for installation,

Joints: Make joints of uniform width. Where joint locations in exposed work are not indicated,
arrange joints for the best visual effect. Fit exposed connections together to form hairline joints.

Repair or remove and replace damaged, defective, or nonconforming Work.

CUTTING AND PATCHING

Cutting and Patching, General: Employ skilled workers to perform cutting and patching.
Proceed with cutting and patching at the earliest feasible time, and complete without delay.

L. Cut in-place construction to provide for installation of other components or performance
of other construction, and subsequently patch as required to restore surfaces to their

original condition.

Existing Warranties: Remove, replace, patch, and repair materials and surfaces cut or damaged
during installation or cutting and patching operations, by methods and with materials so as not
to void existing warranties.

Temporary Support: Provide temporary support of work to be cut.

Protection: Protect in-place construction during cutting and patching to prevent damage.
Provide protection from adverse weather conditions for portions of Project that might be
exposed during cutting and patching operations,

Adjacent Occupied Areas: Where interference with use of adjoining areas or interruption of free
passage to adjoining areas is unavoidable, coordinate cutting and patching according to
requirements in Section 011000 "Summary."

Existing Utility Services and Mechanical/Electrical Systems: Where existing services/systems
are required to be removed, relocated, or abandoned, bypass such services/systems before
cutting to prevent interruption to occupied areas.

Cutting: Cut in-place construction by sawing, drilling, breaking, chipping, grinding, and similar
operations, including excavation, using methods least likely to damage elements retained or
adjoining construction. If possible, review proposed procedures with original Installer; comply
with original Installer's written recommendations.
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6.

In general, use hand or small power tools designed for sawing and grinding, not
hammering and chopping. Cut holes and slots neatly to minimum size required, and with
minimum disturbance of adjacent surfaces. Temporarily cover openings when not in use.
Finished Surfaces: Cut or drill from the exposed or finished side into concealed surfaces.
Concrete and Masonry: Cut using a cutting machine, such as an abrasive saw or a
diamond-core drill.

Excavating and Backfilling: Comply with requirements in applicable Sections where
required by cutting and patching operations.

Mechanical and Electrical Services: Cut off pipe or conduit in walls or partitions to be
removed. Cap, valve, or plug and seal remaining portion of pipe or conduit to prevent
entrance of moisture or other foreign matter after cutting.

Proceed with patching after construction operations requiring cutting are complete.

H.  Patching: Patch construction by filling, repairing, refinishing, closing up, and similar operations
following performance of other work. Patch with durable seams that are as invisible as
practicable. Provide materials and comply with installation requirements specified in other
Sections, where applicable.

1.

2.

Inspection: Where feasible, test and inspect patched areas after completion to
demonstrate physical integrity of installation.

Exposed Finishes: Restore exposed finishes of patched areas and extend finish restoration
into retained adjoining construction in a manner that will minimize evidence of patching

and refinishing.

a. Clean piping, conduit, and similar features before applying paint or other finishing
materials.
b. Restore damaged pipe covering to its original condition.

Floors and Walls: Where walls or partitions that are removed extend one finished area
into another, patch and repair floor and wall surfaces in the new space. Provide an even
surface of uniform finish, color, texture, and appearance. Remove in-place floor and wall
coverings and replace with new materials, if necessary, to achieve uniform color and
appearance.

a. Where patching occurs in a painted surface, prepare substrate and apply primer and
intermediate paint coats appropriate for substrate over the patch, and apply final
paint coat over entire unbroken surface containing the patch. Provide additional
coats until patch blends with adjacent surfaces.

Ceilings: Patch, repair, or rehang in-place ceilings as necessary to provide an even-plane

surface of uniform appearance.
Exterior Building Enclosure: Patch components in a manner that restores enclosure to a

weathertight condition and ensures thermal and moisture integrity of building enclosure.

L Cleaning: Clean areas and spaces where cutting and patching are performed. Remove paint,
mortar, oils, putty, and similar materials from adjacent finished surfaces.

35 OWNER-INSTALLED PRODUCTS

A.  Site Access: Provide access to Project site for Owner's construction personnel.
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B. Coordination: Coordinate construction and operations of the Work with work performed by
Owner's construction personnel.

1. Construction Schedule: Inform Owner of Contractor's preferred construction schedule for
Owner's portion of the Work. Adjust construction schedule based on a mutually agreeable
timetable. Notify Owner if changes to schedule are required due to differences in actual
construction progress.

2. Preinstallation Conferences: Include Owner's construction personnel at preinstallation
conferences covering portions of the Work that are to receive Owner's work. Attend
preinstallation conferences conducted by Owner's construction personnel if portions of
the Work depend on Owner's construction.

3.6 PROGRESS CLEANING

A.  General: Clean Project site and work areas daily, including common areas. Enforce
requirements strictly. Dispose of materials lawfully.

1. Comply with requirements in NFPA 241 for removal of combustible waste materials and
debris.

2. Do not hold waste materials more than seven days during normal weather or three days if
the temperature is expected to rise above 80 deg F (27 deg C).

3. Containerize hazardous and unsanitary waste materials separately from other waste. Mark

containers appropriately and dispose of legally, according to regulations.
a. Use containers intended for holding waste materials of type to be stored.

4. Coordinate progress cleaning for joint-use areas where Contractor and other contractors
are working concurrently.

B.  Site: Maintain Project site free of waste materials and debris.

C. Work Areas: Clean areas where work is in progress to the level of cleanliness necessary for
proper execution of the Work.

1. Remove liquid spills promptly.
2. Where dust would impair proper execution of the Work, broom-clean or vacuum the

entire work area, as appropriate.

D. Installed Work: Keep installed work clean. Clean installed surfaces according to written
instructions of manufacturer or fabricator of product installed, using only cleaning materials
specifically recommended. If specific cleaning materials are not recommended, use cleaning
materials that are not hazardous to health or property and that will not damage exposed surfaces.

E.  Concealed Spaces: Remove debris from concealed spaces before enclosing the space.

F.  Exposed Surfaces in Finished Areas: Clean exposed surfaces and protect as necessary to ensure
freedom from damage and deterioration at time of Substantial Completion.
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3.7

3.8

Waste Disposal: Do not bury or burn waste materials on-site. Do not wash waste materials
down sewers or into waterways. Comply with waste disposal requirements in Section 015000
"Temporary Facilities and Controls."

During handling and installation, clean and protect construction in progress and adjoining
materials already in place. Apply protective covering where required to ensure protection from
damage or deterioration at Substantial Completion.

Clean and provide maintenance on completed construction as frequently as necessary through
the remainder of the construction period. Adjust and lubricate operable components to ensure
operability without damaging effects.

Limiting Exposures: Supervise construction operations to ensure that no part of the
construction, completed or in progress, is subject to harmful, dangerous, damaging, or otherwise
deleterious exposure during the construction period.

STARTING AND ADJUSTING

Start equipment and operating components to confirm proper operation. Remove
malfunctioning units, replace with new units, and retest.

Adjust equipment for proper operation. Adjust operating components for proper operation
without binding,

Test each piece of equipment to verify proper operation. Test and adjust controls and safeties.
Replace damaged and malfunctioning controls and equipment.

PROTECTION OF INSTALLED CONSTRUCTION

Provide final protection and maintain conditions that ensure installed Work is without damage
or deterioration at time of Substantial Completion.

Protection of Existing Items: Provide protection and ensure that existing items to remain
undisturbed by construction are maintained in condition that existed at commencement of the

Work.

Comply with manufacturer's written instructions for temperature and relative humidity.

END OF SECTION

EXECUTION 017300 -9



SECTION 017700 - CLOSEOUT PROCEDURES

PART 1 - GENERAL
1.1 RELATED DOCUMENTS

A, Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

1.2 SUMMARY

A.  Section includes administrative and procedural requirements for contract closeout, including,
but not limited to, the following:

1. Substantial Completion procedures.
2. Final completion procedures.

3. Warranties.

4, Final cleaning.

5. Repair of the Work.

B. All submittals are to be submitted to Architect.

C.  Related Requirements:

1. Section 017300 "Execution"” for progress cleaning of Project site.

2. Section 017823 "Operation and Maintenance Data" for operation and maintenance
manual requirements.

3. Section 017839 "Project Record Documents” for submitting record Drawings, record

Specifications, and record Product Data.
1.3 ACTION SUBMITTALS
A.  Product Data: For cleaning agents.
B.  Contractor's List of Incomplete Items: Initial submittal at Substantial Completion.
C.  Certified List of Incomplete Items: Final submittal at Final Completion.
1.4 CLOSEOUT SUBMITTALS
A.  Certificates of Release: From authorities having jurisdiction.
Certificate of Insurance: For continuing coverage.
C.  Field Report: For pest control inspection.
1.5 MAINTENANCE MATERIAL SUBMITTALS

A.  Schedule of Maintenance Material Items: For maintenance material submittal items specified in
other Sections.
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1.6 SUBSTANTIAL COMPLETION PROCEDURES

A.  Contractor's List of Incomplete Items: Prepare and submit a list of items to be completed
and corrected (Contractor's punch list), indicating the value of each item on the list and reasons
why the Work is incomplete.

B.  Submittals Prior to Substantial Completion: Complete the following a minimum of 10 days
prior to requesting inspection for determining date of Substantial Completion. List items below
that are incomplete at time of request.

1.

Certificates of Release: Obtain and submit releases from authorities having jurisdiction
permitting Owner unrestricted use of the Work and access to services and utilities.
Include occupancy permits, operating certificates, and similar releases.

Submit closeout submittals specified in other Division 01 Sections, including
project record documents, operation and maintenance manuals, final completion
construction photographic documentation, damage or settlement surveys, property
surveys, and similar final record information.

Submit closeout submittals specified in individual Sections, including specific warranties,
workmanship bonds, maintenance service agreements, final certifications, and similar
documents.

Submit maintenance material submittals specified in individual Sections, including
tools, spare parts, extra materials, and similar items, and deliver to location
designated by Architect . Label with manufacturer's name and model number where
applicable.

a. Schedule of Maintenance Material Items: Prepare and submit schedule of
maintenance material submittal items, including name and quantity of each item
and name and number of related Specification Section. Obtain Architect's
signature for receipt of submittals.

Submit test/adjust/balance records.

Submit changeover information related to Owner's occupancy, use, operation, and
maintenance.

C.  Procedures Prior to Substantial Completion: Complete the following a minimum of 10 days
prior to requesting inspection for determining date of Substantial Completion. List items below
that are incomplete at time of request.

1.

W

Advise Owner of pending insurance changeover requirements.

Make final changeover of permanent locks and deliver keys to Owner. Advise Owner's
personnel of changeover in security provisions.

Complete startup and testing of systems and equipment.

Perform preventive maintenance on equipment used prior to Substantial Completion.
Instruct Owner's personnel in operation, adjustment, and maintenance of products,
equipment, and systems.

Terminate and remove temporary facilities from Project site, along with mockups,
construction tools, and similar elements.

Complete final cleaning requirements, including touchup painting.

Touch up and otherwise repair and restore marred exposed finishes to eliminate visual
defects.
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D. Inspection: Submit a written request for inspection to determine Substantial Completion a
minimum of 10 days prior to date the work will be completed and ready for final inspection and
tests. On receipt of request, Architect will either proceed with inspection or notify Contractor of
unfulfilled requirements. Architect will prepare the Certificate of Substantial Completion after
inspection or will notify Contractor of items, either on Contractor's list or additional items
identified by Architect, that must be completed or corrected before certificate will be issued.

1. Reinspection: Request reinspection when the Work identified in previous inspections as
incomplete is completed or corrected.
2. Results of completed inspection will form the basis of requirements for final completion.

1.7 FINAL COMPLETION PROCEDURES

A.  Submittals Prior to Final Completion: Before requesting final inspection for determining final
completion, complete the following:

1. Submit a final Application for Payment according to Section 012900 "Payment
Procedures."

2. Certified List of Incomplete Items: Submit certified copy of Architect's Substantial
Completion inspection list of items to be completed or corrected (punch list), endorsed
and dated by Architect. Certified copy of the list shall state that cach item has been
completed or otherwise resolved for acceptance.

3. Submit consent of surety to final payment.

4. Submit a final liquidated damages settlement statement as required.

5 Certificate of Insurance: Submit evidence of final, continuing insurance coverage
complying with insurance requirements.

6. Submit pest-control final inspection report.

B.  Inspection: Submit a written request for final inspection to determine acceptance a minimum of
10 days prior to date the work will be completed and ready for final inspection and tests. On
receipt of request, Architect will either proceed with inspection or notify Contractor of
unfulfilled requirements. Architect will prepare a final Certificate for Payment after inspection
or will notify Contractor of construction that must be completed or corrected before certificate
will be issued.

C.  Reinspection Procedure: The Architect will reinspect the Work upon receipt of notice that the
Work, including inspection list items from earlier inspections, has been completed, except for
items whose completion is delayed under circumstances acceptable to the Architect.

1. Upon completion of reinspection, the Architect will prepare a certificate of final
acceptance. If the Work is incomplete, the Architect will advise the Contractor of Work
that is incomplete or of obligations that have not been fulfilled but are required for final
acceptance.

2. If necessary, reinspection will be repeated.

1.8 LIST OF INCOMPLETE ITEMS (PUNCH LIST)
A.  Organization of List: Include name and identification of each space and area affected by

construction operations for incomplete items and items needing correction including, if
necessary, areas disturbed by Contractor that are outside the limits of construction.
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1.9

1.10

1. Organize list of spaces in sequential order, starting with exterior areas first
and proceeding from lowest floor to highest floor.

2. Organize items applying to each space by major element, including categories for ceiling,
individual walls, floors, equipment, and building systems.
3. Include the following information at the top of each page:
a. Project name.
b. Date.
c. Name of Architect.
d. Name of Contractor.
e. Page number.
4. Submit Iist of incomplete items in one of the following formats:

a. PDF electronic file. Architect will return annotated file.
b. One (1) paper copy. Architect will return paper copy.

WARRANTY REQUIREMENTS

Related Damages and Losses: When correcting failed or damaged warranted construction,
remove and replace construction that has been damaged as a result of such failure, or that must
be removed and replaced to provide access for correction of warranted construction.

Reinstatement of Warranty: When Work covered by a warranty has failed and been corrected
by replacement or rebuilding, reinstate the warranty by written endorsement. The reinstated
warranty shall be equal to the original warranty with an equitable adjustment for depreciation.

Replacement Cost: Upon determination that Work covered by a warranty has failed, replace or
rebuild the Work to an acceptable condition complying with requirements of the Contract
Documents. The Contractor is responsible for the cost of replacing or rebuilding defective
Work regardless of whether the Owner has benefited from use of the Work through a portion of
its anticipated useful service life.

Owner's Recourse: Expressed warranties made to the Owner are in addition to implied
warranties and shall not limit the duties, obligations, rights, and remedies otherwise available
under the law. Expressed warranty periods shall not be interpreted as limitations on the time in
which the Owner can enforce such other duties, obligations, rights, or remedies.

1. Rejection of Warranties: The Owner reserves the right to reject warranties and to limit
selection to products with warranties not in conflict with requirements of the Contract
Documents.

Where the Contract Documents require a special warranty, or similar commitment on the Work
or part of the Work, the Owner reserves the right to refuse to accept the Work, until the
Contractor presents evidence that entities required to countersign such commitments are willing

to do so.
SUBMITTAL OF PROJECT WARRANTIES
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A.  Submit written warranties to the Architect prior to the date certified for Substantial Completion.
If the Architect's Certificate of Substantial Completion designates a commencement date for
warranties other than the date of Substantial Completion for the Work, or a designated portion
of the Work, submit written warranties upon request of the Architect.

1. When a designated portion of the Work is completed and occupied or used by the Owner,
by separate agreement with the Contractor during the construction period, submit
properly executed warranties to the Architect within 15 days of completion of that
designated portion of the Work.

B.  When the Contract Documents require the Contractor, or the Contractor and a subcontractor,
supplier or manufacturer to execute a special warranty, prepare a written document that contains
appropriate terms and identification, ready for execution by the required parties. Submit a draft
to the Owner, through the Architect, for approval prior to final execution.

C.  Form of Submittal: At Final Completion compile 2 copies of each required warranty properly
executed by the Contractor, or by the Contractor, subcontractor, supplier, or manufacturer.
Organize the warranty documents into an orderly sequence based on the table of contents of the
Project Manual.

D. Time of Submittal: Submit written warranties on request of Architect for designated portions of
the Work where commencement of warranties other than date of Substantial Completion is
indicated, or when delay in submittal of warranties might limit Owner's rights under warranty.

E.  Partial Occupancy: Submit properly executed warranties within 15 days of completion of
designated portions of the Work that are completed and occupied or used by Owner during
construction period by separate agreement with Contractor.

F.  Organize warranty documents into an orderly sequence based on the table of contents of Project
Manual.

1. Bind warranties and bonds in heavy-duty, three-ring, vinyl-covered, loose-leaf binders,
thickness as necessary to accommodate contents, and sized to receive 8-1/2-by-11-inch
(215-by-280-mm) paper.

2. Provide heavy paper dividers with plastic-covered tabs for each separate warranty. Mark
tab to identify the product or installation. Provide a typed description of the product or
installation, including the name of the product and the name, address, and telephone
number of Installer.

3. Identify each binder on the front and spine with the typed or printed title
"WARRANTIES," Project name, and name of Contractor.

4. Warranty Electronic File: Scan warranties and bonds and assemble complete warranty
and bond submittal package into a single indexed electronic PDF file with links enabling
navigation to each item. Provide bookmarked table of contents at beginning of document.

G.  Provide additional copies of each warranty to include in operation and maintenance manuals.
1.11 PROJECT CLOSEOUT SUBMITTAL CHECKLIST

A.  Record Documents as specified in Section 017839.
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B.

C.

D.

G.

H.

Final Application and Certificate For Payment with associated documents as specified in
Section 012900 Payment Procedures.

Submittals Prior to Final Completion: Before requesting final inspection for determining final
completion, complete the following:

L. Certified List of Incomplete Ttems: Submit certified copy of Architect's Substantial
Completion inspection list of items to be completed or corrected (punch list), endorsed
and dated by Architect. Certified copy of the list shall state that each item has been
completed or otherwise resolved for acceptance.

2. Certificate of Insurance: Submit evidence of final, continuing insurance coverage

complying with insurance requirements.
Minutes of Project Closeout Conference.
Project Warranties as specified herein.

Certificates of Release: From legal authorities having jurisdiction.

Schedule of Maintenance Material Items: For maintenance material submittal items specified in
other Sections.

Operation and Maintenance Manuals.
1. Include Contractor and Subcontractor’s contact information.

a. List subcontractors according to appropriate material and equipment categories.

PART 2 - PRODUCTS

2.1

A.

MATERIALS

Cleaning Agents: Use cleaning materials and agents recommended by manufacturer or
fabricator of the surface to be cleaned. Do not use cleaning agents that are potentially hazardous
to health or property or that might damage finished surfaces.

1. Use cleaning products that comply with Green Seal's GS-37, or if GS-37 is not
applicable, use products that comply with the California Code of Regulations maximum
allowable VOC levels.

PART 3 - EXECUTION

3.1

A.

FINAL CLEANING

General: Perform final cleaning. Conduct cleaning and waste-removal operations to comply
with local laws and ordinances and Federal and local environmental and antipollution

regulations.
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32

Cleaning: Employ experienced workers or professional cleaners for final cleaning. Clean each
surface or unit to condition expected in an average commercial building cleaning and
maintenance program. Comply with manufacturer's written instructions.

1. Complete the following cleaning operations before requesting inspection for certification
of Substantial Completion for entire Project or for a designated portion of Project:

a. Clean Project site, yard, and grounds, in areas disturbed by construction activities,
including landscape development areas, of rubbish, waste material, litter, and other
foreign substances.

b. Sweep paved areas broom clean. Remove petrochemical spills, stains, and other
foreign deposits.

c. Rake grounds that are neither planted nor paved to a smooth, even-textured
surface.

d. Remove tools, consiruction equipment, machinery, and surplus material from
Project site.

e. Remove snow and ice to provide safe access to building.

t. Clean exposed exterior and interior hard-surfaced finishes to a dirt-free condition,

free of stains, films, and similar foreign substances. Avoid disturbing natural
weathering of exterior surfaces. Restore reflective surfaces to their original

condition.

g. Remove debris and surface dust from limited access spaces, including roofs,
plenums, shafts, trenches, equipment vaults, manholes, attics, and similar spaces.

h. Sweep concrete floors broom clean in unoccupied spaces.

1. Vacuum carpet and similar soft surfaces, removing debris and excess nap; clean
according to manufacturer's recommendations if visible soil or stains remain.

j. Clean transparent materials, including mirrors and glass in doors and windows.

Remove glazing compounds and other noticeable, vision-obscuring materials.
Polish mirrors and glass, taking care not to scratch surfaces.

k. Remove labels that are not permanent.

L Clean plumbing fixtures to a sanitary condition, free of stains, including stains

resulting from water exposure.

m. Replace disposable air filters and clean permanent air filters. Clean exposed
surfaces of diffusers, registers, and grills.

n. Leave Project clean and ready for occupancy.

Pest Control: Comply with pest control requirements in Section 015000 "Temporary Facilities
and Controls." Prepare written report.

Construction Waste Disposal: Comply with waste disposal requirements in Section 015000
"Temporary Facilities and Controls."

REPAIR OF THE WORK

Complete repair and restoration operations before requesting inspection for determination of
Substantial Completion.

Repair or remove and replace defective construction. Repairing includes replacing defective
parts, refinishing damaged surfaces, touching up with matching materials, and properly
adjusting operating equipment. Where damaged or worn items cannot be repaired or restored,
provide replacements. Remove and replace operating components that cannot be repaired.
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Restore damaged construction and permanent facilities used during construction to specified

condition.

1. Remove and replace chipped, scratched, and broken glass, reflective surfaces, and other
damaged transparent materials.

2. Touch up and otherwise repair and restore marred or exposed finishes and surfaces.

Replace finishes and surfaces that that already show evidence of repair or restoration.

a. Do not paint over "UL" and other required labels and identification, including
mechanical and electrical nameplates. Remove paint applied to required labels and
identification.

3. Replace parts subject to operating conditions during construction that may impede

operation or reduce longevity.
4. Replace burned-out bulbs, bulbs noticeably dimmed by hours of use, and defective and

noisy starters in fluorescent and mercury vapor fixtures to comply with requirements for
new fixtures.

END OF SECTION
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SECTION 017823 - OPERATION AND MAINTENANCE DATA

PART 1 - GENERAL

1.1 RELATED DOCUMENTS
A. Drawings and general provisions of the Contract, and other Division 01 Specification
Sections, apply to this Section.
1.2 SUMMARY
A.  Section includes administrative and procedural requirements for preparing operation and
maintenance manuals, including the following:
1. Operation and maintenance documentation directory.
2. Emergency manuals.
3. Operation manuals for systems, subsystems, and equipment.
4. Product maintenance manuals.
5. Systems and equipment maintenance manuals.
B.  Related Requirements:
1. Section 013300 "Submittal Procedures" for submitting copies of submittals for operation
and maintenance manuals.
1.3 DEFINITIONS
A. System: An organized collection of parts, equipment, or subsystems united by regular
interaction.
B.  Subsystem: A portion of a system with characteristics similar to a system.
14 CLOSEOUT SUBMITTALS
A. Manual Content: Operations and maintenance manual content is specified in individual
Specification Sections to be reviewed at the time of Section submittals. Submit reviewed
manual content formatted and organized as required by this Section.
1. Architect will comment on whether content of operations and maintenance submittals are
acceptable.
2. Where applicable, clarify and update reviewed manual content to correspond to revisions
and field conditions.
B.  Format: Submit operations and maintenance manuals in the following format:
OPERATION AND
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C.

D.

1. PDF electronic file. Assemble each manual into a composite electronically indexed file.
Submit on digital media acceptable to Architect.

a. Name each indexed document file in composite electronic index with applicable
item name. Include a complete electronically linked operation and maintenance
directory.

b. Enable inserted reviewer comments on draft submittals.

2. One (1) paper copy. Include a complete operation and maintenance directory.

Enclose title pages and directories in clear plastic sleeves.

Initial Manual Submittal: Submit draft copy of each manual at least 30 days before commencing
demonstration and training. Architect will comment on whether general scope and content of
manual are acceptable.

Final Manual Submittal: Submit each manual in final form prior to requesting inspection for
Substantial Completion and at least 15 days before commencing demonstration and training.

1. Correct or revise each manual to comply with Architect's comments. Submit copies of
each corrected manual within 15 days of receipt of Architect's comments and prior to
commencing demonstration and training.

PART 2 - PRODUCTS

2.1 OPERATION AND MAINTENANCE DOCUMENTATION DIRECTORY

A, Directory: Prepare a single, comprehensive directory of emergency, operation, and maintenance
data and materials, listing items and their location to facilitate ready access to desired
information. Include a section in the directory for each of the following:

1. List of documents.
2. List of systems.

3. List of equipment.
4. Table of contents.

B.  List of Systems and Subsystems: List systems alphabetically. Include references to operation
and maintenance manuals that contain information about each system.

C.  List of Equipment: List equipment for each system, organized alphabetically by system. For
pieces of equipment not part of system, list alphabetically in separate list.

D.  Tables of Contents: Include a table of contents for each emergency, operation, and maintenance
manual.

E.  Identification: In the documentation directory and in each operation and maintenance manual,
identify each system, subsystem, and piece of equipment with same designation used in the
Contract Documents. If no designation exists, assign a designation according to
ASHRAE Guideline 4, "Preparation of Operating and Maintenance Documentation for Building
Systems."

OPERATION AND
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2.2 REQUIREMENTS FOR EMERGENCY, OPERATION, AND MAINTENANCE MANUALS

A.  Organization: Unless otherwise indicated, organize each manual into a separate section for each
system and subsystem, and a separate section for each piece of equipment not part of a system.
Each manual shall contain the following materials, in the order listed:

L. Title page.

2. Table of contents.

3. Manual contents.

B.  Title Page: Include the following information:

1. Subject matter included in manual.

2. Name and address of Project.

3. Name and address of Owner.

4, Date of submittal.

5. Name and contact information for Contractor.

6. Name and contact information for Construction Manager.

7. Name and contact information for Architect.

8. Name and contact information for Commissioning Authority.

9. Names and contact information for major consultants to the Architect that designed the
systems contained in the manuals.

10.  Cross-reference to related systems in other operation and maintenance manuals.

C.  Table of Contents: List each product included in manual, identified by product name, indexed to
the content of the volume, and cross-referenced to Specification Section number in Project
Manual.

1. If operation or maintenance documentation requires more than one volume to
accommodate data, include comprehensive table of contents for all volumes in each
volume of the set.

D. Manual Contents: Organize into sets of manageable size. Arrange contents alphabetically by
system, subsystem, and equipment. If possible, assemble instructions for subsystems,
equipment, and components of one system into a single binder.

E.  Manuals, Electronic Files: Submit manuals in the form of a multiple file composite electronic
PDF file for each manual type required.

1. Electronic Files: Use electronic files prepared by manufacturer where available. Where
scanning of paper documents is required, configure scanned file for minimum readable
file size.

2. File Names and Bookmarks: Enable bookmarking of individual documents based on file
names. Name document files to correspond to system, subsystem, and equipment names
used in manual directory and table of contents.

3. Group documents for each system and subsystem into individual composite bookmarked
files, then create composite manual, so that resulting bookmarks reflect the system,
subsystem, and equipment names in a readily navigated file tree. Configure electronic
manual to display bookmark panel on opening file.

F. Manuals, Paper Copy: Submit manuals in the form of hard copy, bound and labeled volumes.

OPERATION AND
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Binders: Heavy-duty, three-ring, vinyl-covered, loose-leaf binders, in thickness
necessary to accommodate contents, sized to hold 8-1/2-by-11-inch (215-by-280-mm)
paper; with clear plastic sleeve on spine to hold label describing contents and with
pockets inside covers to hold folded oversize sheets.

a. If two or more binders are necessary to accommodate data of a system, organize
data in each binder into groupings by subsystem and related components. Cross-
reference other binders if necessary to provide essential information for proper
operation or maintenance of equipment or system.

b. Identify each binder on front and spine, with printed title "OPERATION AND
MAINTENANCE MANUAL," Project title or name, and subject matter of
contents, and indicate Specification Section number(s) on bottom of spine. Indicate
volume number for multiple-volume sets.

Dividers: Heavy-paper dividers with plastic-covered tabs for each section of the manual.
Mark each tab to indicate contents. Include typed list of products and major components
of equipment included in the section on each divider, cross-referenced to Specification
Section number and title of Project Manual.

Protective Plastic Sleeves: Transparent plastic sleeves designed to enclose diagnostic
software storage media for computerized electronic equipment.

Supplementary Text: Prepared on 8-1/2-by-11-inch (215-by-280-mm) white bond paper.
Drawings; Attach reinforced, punched binder tabs on drawings and bind with text.

a. If oversize drawings are necessary, fold drawings to same size as text pages and
use as foldouts.

b. If drawings are too large to be used as foldouts, fold and place drawings in labeled
envelopes and bind envelopes in rear of manual. At appropriate locations in
manual, insert typewritten pages indicating drawing titles, descriptions of contents,
and drawing locations.

EMERGENCY MANUALS

Content: Organize manual into a separate section for each of the following:

1.
2.
3.

Type of emergency.
Emergency instructions.
Emergency procedures.

Type of Emergency: Where applicable for each type of emergency indicated below, include
instructions and procedures for each system, subsystem, piece of equipment, and component:

PRI R L=

Fire.

Flood.

Gas leak.

Water leak.

Power failure.

Water outage.

System, subsystem, or equipment failure.
Chemical release or spill.

OPERATION AND
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C.  Emergency Instructions: Describe and explain warnings, trouble indications, error messages,
and similar codes and signals. Include responsibilities of Owner's operating personnel for
notification of Installer, supplier, and manufacturer to maintain warranties.

D. Emergency Procedures: Include the following, as applicable:

Instructions on stopping.

Shutdown instructions for each type of emergency.

Operating instructions for conditions outside normal operating limits.
Special operating instructions and procedures.

B

24 OPERATION MANUALS

A. Content: In addition to requirements in this Section, include operation data required in
individual Specification Sections and the following information:

1. System, subsystem, and equipment descriptions. Use designations for systems and
equipment indicated on Contract Documents.

Precautions against improper use.
License requirements including inspection and renewal dates.

2. Performance and design criteria if Contractor has delegated design responsibility.
3. Operating standards.

4. Operating procedures.

5. Operating logs.

6. Piped system diagrams.

7.

8.

B.  Descriptions: Include the following:

1. Product name and model number. Use designations for products indicated on Contract
Documents.
2. Manufacturer's name.
3. Equipment identification with serial number of each component.
4. Equipment function.
5. Operating characteristics.
6. Limiting conditions.
7. Engineering data and tests.
8. Complete nomenclature and number of replacement parts.
C.  Operating Procedures: Include the following, as applicable:
1. Equipment or system break-in procedures.
2. Routine and normal operating instructions.
3. Regulation and control procedures.
4. Special operating instructions and procedures.

D. Systems and Equipment Controls: Describe the sequence of operation, and diagram controls as
installed.

E. Piped Systems: Diagram piping as installed, and identify color-coding where required for
identification.

OPERATION AND
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2.5

2.6

PRODUCT MAINTENANCE MANUALS

Content: Organize manual into a separate section for each product, material, and finish. Include
source information, product information, maintenance procedures, repair materials and sources,
and warranties and bonds, as described below.

Source Information: List each product included in manual, identified by product name and
arranged to match manual's table of contents. For each product, list name, address, and
telephone number of Installer or supplier and maintenance service agent, and cross-reference
Specification Section number and title in Project Manual and drawing or schedule designation
or identifier where applicable.

Product Information: Include the following, as applicable:

Product name and model number.

Manufacturer's name.

Color, pattern, and texture.

Material and chemical composition.

Reordering information for specially manufactured products.

R e

Maintenance Procedures: Include manufacturer's written recommendations and the following:

Inspection procedures.

Types of cleaning agents to be used and methods of cleaning.

List of cleaning agents and methods of cleaning detrimental to product.
Schedule for routine cleaning and maintenance.

Repair instructions.

D

Repair Materials and Sources: Include lists of materials and local sources of materials and
related services.

Warranties and Bonds: Include copies of warranties and bonds and lists of circumstances and
conditions that would affect validity of warranties or bonds.

1. Include procedures to follow and required notifications for warranty claims.

SYSTEMS AND EQUIPMENT MAINTENANCE MANUALS

Content: For each system, subsystem, and piece of equipment not part of a system, include
source information, manufacturers’ mainienance documentation, maintenance procedures,
maintenance and service schedules, spare parts list and source information, maintenance service
contracts, and warranty and bond information, as described below.

Source Information: List each system, subsystem, and piece of equipment included in manual,
identified by product name and arranged to match manual's table of contents. For each product,
list name, address, and telephone number of Installer or supplier and maintenance service agent,
and cross-reference Specification Section number and title in Project Manual and drawing or
schedule designation or identifier where applicable.

OPERATION AND
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PART 3 -

3.1

Manufacturers'’ Maintenance Documentation: Manufacturers' maintenance documentation
including the following information for each component part or piece of equipment:

1. Standard maintenance instructions and bulletins.

2. Drawings, diagrams, and instructions required for maintenance, including disassembly
and component removal, replacement, and assembly.

3. Identification and nomenclature of parts and components.

4, List of items recommended to be stocked as spare parts.

Maintenance Procedures: Include the following information and items that detail essential
maintenance procedures:

Test and inspection instructions.

Troubleshooting guide.

Precautions against improper maintenance.

Disassembly; component removal, repair, and replacement; and reassembly instructions.
Aligning, adjusting, and checking instructions.

Demonstration and training video recording, if available.

SR wN -

Maintenance and Service Schedules: Include service and lubrication requirements, list of
required lubricants for equipment, and separate schedules for preventive and routine
maintenance and service with standard time allotment.

1. Scheduled Maintenance and Service: Tabulate actions for daily, weekly, monthly,

quarterly, semiannual, and annual frequencies.
2. Maintenance and Service Record: Include manufacturers' forms for recording

maintenance.

Spare Parts List and Source Information: Include lists of replacement and repair parts, with
parts identified and cross-referenced to manufacturers' maintenance documentation and local
sources of maintenance materials and related services.

Maintenance Service Contracts: Include copies of maintenance agreements with name and
telephone number of service agent.

Warranties and Bonds: Include copies of warranties and bonds and lists of circumstances and
conditions that would affect validity of warranties or bonds.

1. Include procedures to follow and required notifications for warranty claims.
EXECUTION
MANUAL PREPARATION

Operation and Maintenance Documentation Directory: Prepare a separate manual that provides
an organized reference to emergency, operation, and maintenance manuals.

OPERATION AND
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B.  Emergency Manual: Assemble a complete set of emergency information indicating procedures
for use by emergency personnel and by Owner's operating personnel for types of emergencies
indicated.

C.  Product Maintenance Manual: Assemble a complete set of maintenance data indicating care and
maintenance of each product, material, and finish incorporated into the Work.

D.  Operation and Maintenance Manuals: Assemble a complete set of operation and maintenance
data indicating operation and maintenance of each system, subsystem, and piece of equipment

not part of a system.

1. Engage a factory-authorized service representative to assemble and prepare information
for each system, subsystem, and piece of equipment not part of a system.

2. Prepare a separate manual for each system and subsystem, in the form of an instructional

manual for use by Owner's operating personnel.

E.  Manufacturers' Data: Where manuals contain manufacturers' standard printed data, include only
sheets pertinent to product or component installed. Mark each sheet to identify each product or
component incorporated into the Work. If data include more than one item in a tabular format,
identify each item using appropriate references from the Contract Documents. Identify data
applicable to the Work and delete references to information not applicable.

1. Prepare supplementary text if manufacturers' standard printed data are not available and
where the information is necessary for proper operation and maintenance of equipment or
systems.

F. Drawings: Prepare drawings supplementing manufacturers' printed data to illustrate the

relationship of component parts of equipment and systems and to illustrate control sequence and
flow diagrams. Coordinate these drawings with information contained in record Drawings to
ensure correct illustration of completed installation.

1. Do not use original project record documents as part of operation and maintenance
manuals.
2. Comply with requirements of newly prepared record Drawings in Section 017839

"Project Record Documents."

G. Comply with Section 017700 "Closeout Procedures" for schedule for submitting operation and
maintenance documentation.

END OF SECTION
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SECTION 017839 - PROJECT RECORD DOCUMENTS

PART 1 - GENERAL

1.1

A,

1.2

1.3

RELATED DOCUMENTS

Drawings and general provisions of the Contract and other Division 01 Specification
Sections apply to this Section.

SUMMARY

Section includes administrative and procedural requirements for project record documents,
including the following:

Record Drawings.

Record Specifications.

Record Product Data.
Miscellaneous record submittals.

halb el

Related Requirements:

1. Section 017700 "Closeout Procedures" for general closeout procedures.
2. Section 017823 "Operation and Maintenance Data" for operation and maintenance
manual requirements.

CLOSEOUT SUBMITTALS

Record Drawings: Comply with the following:

1. Submit one paper-copy set of marked-up record prints.
2, Submit record digital data files and one set of record digital data file plots.
3. Plot each drawing file, whether or not changes and additional information were recorded.

Record Specifications: Submit one paper copy and annotated PDF electronic files of Project's
Specifications, including addenda and contract modifications.

Record Product Data: Submit one paper copy and annotated PDF electronic files and directories
of each submittal.

1. Where record Product Data are required as part of operation and maintenance manuals,
submit duplicate marked-up Product Data as a component of manual.

Miscellaneous Record Submittals: See other Specification Sections for miscellaneous record-
keeping requirements and submittals in connection with various construction activities. Submit
one paper copy and annotated PDF electronic files and directories of each submittal.

PROJECT RECORD DOCUMENTS 017839 -1 04/26/2024



E.  Reports: Submit written report monthly indicating items incorporated into project record
documents concurrent with progress of the Work, including revisions, concealed conditions,
field changes, product selections, and other notations incorporated.

1.

Submit with monthly Application and Certificate for Payment.

PART 2 - PRODUCTS

2.1 RECORD DRAWINGS

A.  Record Prints: Maintain one set of marked-up paper copies of the Contract Drawings and Shop
Drawings, incorporating new and revised drawings as modifications are issued.

1.

Preparation: Mark record prints to show the actual installation where installation varies
from that shown originally. Require individual or entity who obtained record data,
whether individual or entity is Installer, subcontractor, or similar entity, to provide
information for preparation of corresponding marked-up record prints.

a.

oo o

Give particular attention to information on concealed elements that would be
difficult to identify or measure and record later.

Accurately record information in an acceptable drawing technique.

Record data as soon as possible after obtaining it.

Record and check the markup before enclosing concealed installations.
Cross-reference record prints to corresponding archive photographic
documentation.

Content: Types of items requiring marking include, but are not limited to, the following;:

PEORFT PR SO A0 P

Dimensional changes to Drawings.

Revisions to details shown on Drawings.

Depths of foundations below first floor.

Locations and depths of underground utilities.

Revisions to routing of piping and conduits.

Revisions to electrical circuitry.

Actual equipment locations.

Duct size and routing.

Locations of concealed internal utilities.

Changes made by Change Order or Construction Change Directive.
Changes made following Architect's written orders.

Details not on the original Contract Drawings.

Field records for variable and concealed conditions.

Record information on the Work that is shown only schematically.

Mark the Contract Drawings and Shop Drawings completely and accurately. Use
personnel proficient at recording graphic information in production of marked-up record

prints.

Mark record sets with erasable, red-colored pencil. Use other colors to distinguish
between changes for different categories of the Work at same location.
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2.2

5. Mark important additional information that was either shown schematically or omitted
from original Drawings.

6. Note Construction Change Directive numbers, alternate numbers, Change Order
numbers, and similar identification, where applicable.

Record Digital Data Files: Immediately before inspection for Certificate of Substantial
Completion, review marked-up record prints with Architect. When authorized, prepare a full set
of corrected digital data files of the Contract Drawings, as follows:

1. Format: Annotated PDF electronic file with comment function enabled.

Incorporate changes and additional information previously marked on record prints.

Delete, redraw, and add details and notations where applicable.

Refer instances of uncertainty to Architect for resolution.

4. Architect will furnish Contractor one set of digital data files of the Contract Drawings for
use in recording information.

w

a. See Section 013300 "Submittal Procedures" for requirements related to use of
Architect's digital data files.

Format: Identify and date each record Drawing; include the designation "PROJECT RECORD
DRAWING" in a prominent location.

I. Record Prints: Organize record prints and newly prepared record Drawings into
manageable sets. Bind each set with durable paper cover sheets. Include identification on
cover sheets.

2. Format: Annotated PDF electronic file with comment function enabled.

Record Digital Data Files: Organize digital data information into separate electronic files

that correspond to each sheet of the Contract Drawings. Name each file with the sheet

identification. Include identification in each digital data file.

4. Identification: As follows:

had

Project name.

Date. )

Designation "PROJECT RECORD DRAWINGS."
Name of Architect.

Name of Contractor.

oo e

RECORD SPECIFICATIONS

Preparation: Mark Specifications to indicate the actual product installation where installation
varies from that indicated in Specifications, addenda, and contract modifications.

1. Give particular attention to information on concealed products and installations that
cannot be readily identified and recorded later.

2. Mark copy with the proprietary name and model number of products, materials, and
equipment furnished, including substitutions and product options selected.

3. Record the name of manufacturer, supplier, Installer, and other information necessary to
provide a record of selections made.

4, For each principal product, indicate whether record Product Data has been submitted in

operation and maintenance manuals instead of submitted as record Product Data.
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5. Note related Change Orders, record Product Data, and record Drawings where applicable.

B.  Format: Submit record Specifications as annotated PDF electronic file and paper copy.

2.3 RECORD PRODUCT DATA

A.  Preparation: Mark Product Data to indicate the actual product installation where installation
varies substantially from that indicated in Product Data submittal.

1. Give particular attention to information on concealed products and installations that
cannot be readily identified and recorded later.

2. Include significant changes in the product delivered to Project site and changes in
manufacturer's written instructions for installation.

3. Note related Change Orders, record Specifications, and record Drawings where
applicable.

B.  Format: Submit record Product Data as annotated PDF electronic file and paper copy.

1. Include record Product Data directory organized by Specification Section number and
title, electronically linked to each item of record Product Data.

24 MISCELLANEOUS RECORD SUBMITTALS

A.  Assemble miscellaneous records required by other Specification Sections for miscellaneous
record keeping and submittal in connection with actual performance of the Work. Bind or file
miscellaneous records and identify each, ready for continued use and reference.

B.  Format: Submit miscellaneous record submittals as PDF electronic file and paper copy.

L. Include miscellaneous record submittals directory organized by Specification Section
number and title, electronically linked to each item of miscellaneous record submittals.

PART 3 - EXECUTION

3.1 RECORDING AND MAINTENANCE

A.  Recording: Maintain one copy of each submittal during the construction period for project
record document purposes. Post changes and revisions to project record documents as they
occur; do not wait until end of Project.

B.  Maintenance of Record Documents and Samples: Store record documents and Samples in the
field office apart from the Contract Documents used for construction. Do not use project record
documents for construction purposes. Maintain record documents in good order and in a clean,
dry, legible condition, protected from deterioration and loss. Provide access to project record
documents for Architect's reference during normal working hours.

END OF SECTION
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Doc Description: Building 1 West Wing 3rd Floor Restroom Renovations Project

Reason for Modification:
Add No. 1

Proc Type: Central Purchase Order

Date Issued Solicitation Closes Solicitation No Version
2024-08-28 2024-09-05 13:30 CRFQ 0211 GSD2500000001 2
BID RECEIVING LOCATION

BID CLERK

DEPARTMENT OF ADMINISTRATION

PURCHASING DIVISION
2019 WASHINGTON STE
CHARLESTON WV 25305

Us
VENDOR

Vendor Customer Code:

Vendor Name :

Address :

Street :

City :

State : Country : Zip :
Principal Contact :

Vendor Contact Phone: Extension:

FOR INFORMATION CONTACT THE BUYER

Melissa Pettrey

(304) 558-0094

melissa.k.pettrey@wv.gov

Vendor

Signature X FEIN# DATE

All offers subject to ail terms and conditions contained in this solicitation

Date Printed:  Aug 28, 2024 Page: 1

FORM ID: WV-PRC-CRFQ-002 2020/05




SOLICITATION NUMBER ; CRFQ GSb2500000001
Addendum Number:; 1

The purpose of this addendum is to modify the solicitation identified as
(“Solicitation”) to reflect the change(s) identified and described below.

Applicable Addendum Category:
[ ] Modify bid opening date and time
[ | Modify specifications of product or service being sought
[¢] Attachment of vendor questions and responses
[¢] Attachment of pre-bid sign-in sheet
[ ] Correction of error

[ ]| Other

Description of Modification to Solicitation:

Addendum is issued to publish the foliowing:

1. See attached pre-bid sign-in sheet, per Attachment A.
2. See attached vendor technical questions and answers, per Attachment A.

No other changes.

Additional Documentation: Documentation related to this Addendum (if any) has been
included herewith as Attachment A and is specifically incorporated herein by reference.

Terms and Conditions:

1. All provisions of the Solicitation and other addenda not modified herein shall remain in
full force and effect.

2. Vendor should acknowledge receipt of all addenda issued for this Solicitation by
completing an Addendum Acknowledgment, a copy of which is included herewith.
Failure to acknowledge addenda may result in bid disqualification. The addendum
acknowledgement should be submitted with the bid to expedite document processing.

Revised 6/8/2012



Pre-Bid Sign-In Sheet

Please Note:

Vendors must sign-in on this sheet to verify attendance at the Pre-Bid meeting.
Failure to legibly sign in may be grounds for declaring a vendor ineligible to bid.
For further verification, please also provide a business card if possible.

Solicitation Number: CRFQ GSD2500000001

Date of Pre-Bid Meeting: August 22, 2024

Location of Prebid Meeting: Bldg 1

Firm Represented:*

Rep Name (Printed):

Firm Address: Telephone #: Fax #: Email:
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*One Vendor Per Representative - No one individual is permitted to represent move than one vendor at the pre-bid meeting. Any individual that does

attempt to represent two or more vendors will be required to select one vendor to which the individual’s attendance will be attributed. The vendors not
selected will be deemed to have not attended the pre-bid meeting unless another individual attended on their behalf.



Solicitation Number; CRFQ GSD2500000001
P re-B i d s i g n-| n s heet Date of Pre-Bid Meeting: August 22, 2024

Location of Prebid Meeting: Bldg 1

Please Note:

Vendors must sign-in on this sheet to verify attendance at the Pre-Bid meeting.
Failure to legibly sign in may be grounds for declaring a vendor ineligible to bid.
For further verification, please also provide a business card if possible.

Firm Represented:* Rep Name (Printed): Firm Address: Telephone #: Fax #: Email:
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*One Vendor Per Representative - No one individual is permitted to represent more than one vendor at the pre-bid meeting. Any individual that does

attempt to represent two or more vendors will be required to select one vendor to which the individual’s attendance will be attributed. The vendors not
selected will be deemed to have not attended the pre-bid meeting unless another individual attended on their behalf.



CRFQ GSD2500000001 Building 1 3™ Floor West Wing Restroom Renovations Project
Vendor Technical Questions and Responses

Q1. Toilet fixture 06a “Fixed Tilt Mirror” is shown on the toilet fixture schedule, but not
called out on the floor plans. Will the fixed tilt mirrors be required at the new ADA
lavatories?

Al. Correct. The tilted mirrors are to be installed over the ADA sinks only. The channel frame
mirror goes over the regular sinks.



