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ATTACHMENT “A”

Construction Manager at Risk







Construction Phase
Scope of Services

Basic Services

The CM shall coordinate and manage the Work to be performed by all of the Subcontractors through to Project completion and final acceptance, including punch-list work. The CM shall be responsible for keeping the Project on schedule, and ensuring that the Subcontractors furnish materials and perform the Work according to the Construction Documents.

The CM shall have the authority to require the prompt execution of the Work and to give instructions to require corrective work, whenever such action may be necessary in its opinion to ensure the proper execution of the Contract Documents and/or to protect the interests of the Owner. The CM shall coordinate trade contractors and other construction personnel to ensure that the amount, quality, acceptability, fitness, and progress of the Work is in compliance with the Contract Documents.  All work is subject to the final review of the Owner and A/E. The Owner will not routinely require prior approval of these actions but reserves the right of review and approval at the discretion of the Owner’s Project Manager.  

The following is a partial list of contract administration activities that the CM shall perform in cooperation with the A/E and Commissioning Agent for all Subcontracts:

· Keeping records

· Reporting progress

· Controlling schedules

· Conducting meetings

· Processing submittals

· Processing progress payments

· Coordinating/scheduling/monitoring safety

· Inspecting

· Monitoring testing

· Responding to requests for information (RFI’s)

· Processing contract change orders

· Maintaining as-built drawings

· Performing photographic services

· Performing other services
· Coordination of construction sequences and phases

· Generation and presentation to the Owner of construction phasing

· Confirm existing conditions

· Coordination and scheduling of owner provided inspection forms

Record Keeping

The CM shall maintain, during both the pre-construction and construction phase of the Project, a records management the system to provide for document tracking, storage and archiving.  The CM shall also provide for the electronic exchange of drawings, submittals, requests for information (RFI) and proposed change orders (PCO).  The CM shall maintain current as-built drawings during the construction phase and shall provide for electronic archiving of all documents to facilitate Project close-out.  Examples of documents and files to be maintained (but not limited to) are:

· Correspondence

· Annotated submittals, including approved shop drawings, product data, and samples

· Formal and pending contract change orders and directives with documentation

· Value engineering change proposals

· Claims and supporting documentation

· Minutes from progress meetings

· Budget records to include invoices and supporting documentation 

· Documentation of all clarifications and decisions

· Documentation of all dust, noise, fumes or vibrations complaints and their resolution

· Inspection and progress reports

· CM's monthly status reports

· Construction Trade, material, and equipment contracts/purchase orders

· Construction drawings and specifications updated on a current basis to record changes and selections made

· Addenda

· Permits, certificates, and governmental approvals

· Phone logs and memos

· Expense records

· Warranties and guarantees

· Project photographs

· Commissioning paperwork and certifications

The CM shall also maintain records, in duplicate, of principal building layout lines, elevations of the bottom of footings, floor levels, and key site elevations to include utility layouts (complete with depth of burial) certified by a licensed surveyor or engineer. The CM will review any surveys and make recommendations to the Owner for approval or rejection.

Progress Reporting

The CM shall keep accurate and detailed written records of Project progress during all stages of construction. The CM will prepare progress reports in the format and frequency required by the Owner, which shall include information on each subcontractor and its work, as well as the entire Project. The Owner’s Project Manager will provide or approve formats for periodic status reports, including daily inspection reports, weekly reports, monthly status reports, etc. The CM will maintain a detailed daily inspection report of all events that occur at the job site or elsewhere, which affect, or may be expected to affect, Project quality, scope, or progress. The CM's daily inspection reports shall contain at a minimum a record of the weather, each Subcontractor’s work on the site, number of workers, identification of equipment and deliveries, work accomplished, problems encountered, and other similar relevant data as the Owner’s Project Manager may require. The CM will submit bi-weekly reports to the Owner’s Project Manager and A/E on the status of construction, including updated copies of all logs maintained at the site for change orders, claims, submittals, etc. The CM will submit monthly reports by the 5th working day of each month in 8 1/2" x 11" format including the following information:

· Update of the master Project schedule with analysis

· Inspection report, list of inspections that the Contract Documents require, and deficiencies, delays, and omissions

· Summary of outstanding and potential problems and issues, including notices of intent to file claims

· Summary of issues resolved, decisions reached, clarifications, instruction, commissioning etc.

· Submittal log
· Progress photos

· Minutes from meetings held during the month
· CM Contingency log
· Change Order Proposal(COP) log
· Request for Information(RFI) log
The Owner’s Project Manager will identify any other required reports such as on-site logs and will furnish or approve formats. Progress reports will always be available to the Owner’s Project Manager and A/E, and the CM shall turn them over to the Owner’s Project Manager upon request and at completion of the Contract.

Schedule Control

The CM will provide administrative, management, and related services to coordinate scheduled activities and responsibilities of the Subcontractors with each other, and with those of the CM, the Owner, and the A/E, to manage the Project according to the latest approved master schedule.
The CM shall coordinate the sequence of construction and assignment of space in areas where the Subcontractors are performing and will perform work

The CM will generate, at Project’s beginning, a master Project schedule chart. This schedule will break down all CM and subcontractor Project activities through substantial completion. It shall also include Owner activities which impact the schedule and the Owner's occupancy requirements. It shall be kept up to date to reflect construction phasing and commissioning activities.

The CM will continuously monitor actual progress against the schedule and identify any delays or potential delays. If the CM encounters or anticipates delays, it will recommend recovery actions to the Owner’s Project Manager to mitigate the delays and implement approved, remedial measures. 

Construction Conference(s) and ongoing meetings (multiple)

As necessary, the Owner’s A/E, with CM and Owner input, will coordinate, schedule, and conduct the Construction Conference.  The A/E will chair the Conference.  The following will normally attend:

· Owner’s Project Manager 
· Owner’s Inspector
· CM Project Manager and CM Superintendent 

· A/E representative(s)
· Information Technology representative 
· Parking Services representative (parking permitting)
· Campus Police representative (security/traffic control)
The CM shall prepare and promptly distribute minutes from each meeting to the Owner, A/E, and Subcontractors
Progress Meetings

The Owner’s A/E will conduct and chair progress meetings held at or near the construction site.  Progress Meetings shall be held as frequently as the Owner’s Project Manager deems necessary to facilitate the efficient completion of the project, but no less than monthly.  Normally the following will attend the progress meetings:
· Owner’s Project Manager 
· Owner’s Inspector

· CM Project Manager  and CM Superintendent 
· A/E representative(s) 

· Subcontractor superintendent(s) - As needed
· Facilities Operations and Maintenance representative(s) - As needed
· Parking Services representative (parking permitting) – As needed
· Campus Police representative (security/traffic control) – As needed
A typical agenda for the progress meetings is as follows:

· Progress update

· Commissioning status 

· Schedule update w/ upcoming activities (next 30 days/critical dates)

· Submittal status

· RFI status

· Change Order Proposal (COP) log
· Change Order Log
· CM contingency status

· Payment request review

· Issues / old and new

· New Business

The CM shall prepare and promptly distribute minutes from each meeting to the Owner, A/E, and Subcontractors
Inspection

The CM shall have the overall responsibility for scheduling, coordinating, and inspecting all of the Subcontractors' workmanship, materials, and equipment to ensure conformity with requirements of the Contract Documents (including the contract drawings and specifications, subsequent contract change orders, and approved submittals). 

The CM will make quality determinations based on the records and inspections to ensure complete contract compliance, to protect the Owner against defects, deficiencies, omissions, and delays. Throughout construction the CM will maintain an up-to-date “rolling punch list” of defects, deficiencies, delays, and omissions as well as corrective actions taken. The CM will prepare and maintain inspection reports according to the CPSM’s inspection and acceptance requirements.
Coordinate/Monitor Testing

Under direct contract to the Owner the independent certified testing company(s) will be responsible for conducting the required verification tests, retaining all samples, and for submitting test results to the Owner, A/E, and CM. The CM will review the Subcontracts, identify all tests required by the Contract Documents to be performed by the testing company(s), and prepare a complete testing schedule. The Commissioning Agent will be integral to the generation of this schedule. The CM's responsibilities with regard to testing shall include:
· Coordination with testing agency for scheduling of test

· Verifying that tests are conducted as scheduled

· Witnessing tests selected by the CM, A/E, Commissioning Agent and Owner’s Project Manager 

· Reviewing test and retesting results and documenting with Contract Documents

· Retaining test and retesting records

· Summarizing significant test results in progress reports

· Notifying immediately the Owner of test failures and, with A/E, planning corrective actions

· Overseeing corrective actions and retesting until issue resolution

Requests for Information. 

The CM shall coordinate responses from the CM, A/E, and Owner to the Subcontractors' requests for information. The CM will consult with the A/E on technical matters, including requests for interpretations of the meaning and intent of the drawings and specifications, or with the Owner on administrative matters.  The CM is responsible for facilitating information requests to keep response times to a minimum. The CM will maintain copies of the final answers to information requests as part of the Project records.

Photography

The CM is responsible for procuring at its expense; construction photographs of items that may be the subject of Subcontractor claims, or that require documentation. The photographer will label each photograph with at least the following:

· Project, Building, City, State

· Name of Construction Trade Contractor

· Date and time taken

· Description of weather conditions

· Subject matter and view point

· Name of CM, photographer, and observer, if any

Project Commissioning
The Owner will engage a third-party commissioning agent to conduct an enhanced commissioning of building systems.  Prior to this, the CM shall coordinate a systematic process to ensure that the mechanical, electrical and plumbing (MEP), audio-visual and all other systems are fully functional in accordance with the design intent generated by the Project documents and the Owner’s operational needs, and the personnel charged with maintaining and operating them are trained (not merely familiarized) to perform operation and maintenance.  The CM will insure all necessary approvals exist prior to equipment procurement and subsequent installation.  The CM will coordinate and chair pre-installation meetings for major MEP and other systems equipment.  The CM will coordinate and participate, along with the A/E, in each Subcontractor's initial equipment testing and final systems testing, start-up demonstrations, and training for utilities, operational systems, and equipment with the A/E and the Owner's operations and maintenance personnel. The CM shall prepare all minutes of these items and prepare documentation of the actions, activities, and results obtained. All training will be video-taped, and tapes will be provided to the Owner as a component of the Operations and Maintenance Manuals.

The CM shall work with the A/E to coordinate and implement a systematic process to ensure that the mechanical, electrical and plumbing (MEP), audio-visual and all other designated systems are fully operational and compliant with the contract documents. The personnel charged with maintaining and operating them shall be trained to the point that they are fully capable of operating and maintaining the building systems to perform in accordance with the Project’s design intent and the Owner’s operational needs.

The CM will ensure that the Subcontractors have a complete understanding of the systems testing and commissioning requirements placed on them by the contract through the A/E. This includes, but is not limited to, providing single-line diagrams and sequences of operations as required.

Project Close-Out

The CM shall secure and transmit to the A/E all warranties, operations and maintenance manuals, and similar submittals required by the Contract Documents, for approval by the A/E, before delivery to the Owner. The CM shall also deliver all keys, record documents, and maintenance stocks to the Owner.
Additional Services:

Agency to insert any additional Construction Phase items required of the CM.
