SECTION 01300
PROJECT MANAGEMENT AND COORDINATION
SPECIFIES ADMINISTRATIVE PROCEDURES REQUIRED FOR PROJECT MANAGEMENT AND COORDINATION OF CONSTRUCTION OPERATIONS AND ACTIVITIES, INCLUDING SCHEDULING AND CONDUCTING PROJECT MEETINGS.  IT MUST BE MODIFIED BASED ON WHETHER THE PROJECT IS A SINGLE OR MULTIPLE PRIME CONTRACT.  
THIS SPECIFICATION IS USED FOR ALL PROJECTS.
THIS SECTION MUST BE COORDINATED WITH:
· SECTION 01125 – SUMMARY OF MULTIPLE CONTRACTS (IF APPLICABLE).
· SECTION 01320 – CONSTRUCTION PROGRESS DOCUMENTATION.
· SECTION 01600 – PRODUCT REQUIREMENTS.
· SECTION 01700 – EXECUTION REQUIREMENTS.
· SECTION 01770 – CLOSEOUT PROCEDURES.
THIS SPECIFICATION REPLACES CHA’S EXISTING SECTION 01040 – PROJECT COORDINATION, SECTION 01041 – PROJECT COORDINATION – MULTIPLE PRIME CONTRACTS, AND SECTION 01200 – PROJECT MEETINGS.
1998, THE AMERICAN INSTITUTE OF ARCHITECTS (AIA)
VERIFY THAT SECTION TITLES REFERENCED IN THIS SECTION ARE CORRECT FOR THIS PROJECT'S SPECIFICATIONS; SECTION TITLES MAY HAVE CHANGED.
GENERAL
SUMMARY
This Section includes administrative provisions for coordinating construction operations on Project including, but not limited to, the following:
DELETE REQUIREMENTS BELOW NOT INCLUDED.  INSERT SPECIAL REQUIREMENTS TO SUIT PROJECT.
Coordination.
Submittals.
Administrative and supervisory personnel.
Project meetings.
General installation provisions.
Cleaning and protection.
DELETE FIRST PARAGRAPH BELOW FOR PROJECTS CONDUCTED UNDER A GENERAL CONSTRUCTION CONTRACT.  IF PARAGRAPH IS RETAINED FOR A PROJECT USING MULTIPLE CONTRACTS, REVISE TO SUIT LOCAL LAWS AND REGULATIONS.  SOME STATES AND CERTAIN COUNTY AND MUNICIPAL JURISDICTIONS PROHIBIT ASSIGNING RESPONSIBILITY FOR COORDINATION ON A CONSTRUCTION PROJECT TO ANY CONTRACTOR INVOLVED IN PROJECT.  THIS USUALLY FORCES OWNER, WHO IS OFTEN THE JURISDICTION ITSELF, OR ENGINEER, INTO CONSTRUCTION-MANAGEMENT ACTIVITIES.
COORDINATION
REQUIREMENTS IN THIS ARTICLE EXPAND REQUIREMENTS IN THE GENERAL CONDITIONS.  DELETE IF THE GENERAL CONDITIONS SUIT PROJECT REQUIREMENTS AND SPECIFIC ACTIONS REQUIRED.
Coordination:  Coordinate construction activities included under various Sections of these Specifications to assure efficient and orderly installation of each part of the Work.  Coordinate construction operations included under different Sections of these Specifications that are dependent upon each other for proper installation, connection, and operation.
RETAIN PARAGRAPH ABOVE FOR WORK PERFORMED UNDER A SINGLE CONTRACT.  RETAIN PARAGRAPH BELOW FOR WORK PERFORMED UNDER MULTIPLE CONTRACTS.
RETAIN SUBPARAGRAPHS BELOW WITH EITHER PARAGRAPH SELECTED ABOVE.
Where installation of one part of the Work is dependent on installation of other components, either before or after its own installation, cooperate with scheduled construction activities in the sequence required to obtain the best results.
Where availability of space is limited, coordinate installation of different components to assure maximum accessibility for required maintenance, service and repair.
Make adequate provisions to accommodate items scheduled for later installation.
Coordinate construction activities with public and private utilities.
Notify Miss Utility a minimum of 48 hours prior to excavation or blasting.
Notify the Owner and Engineer of any utility locations encountered which conflict with the work.  Coordinate with the Owner and Utility Company in the protection, removal, relocation or replacement of conflicting utility locations.
Where necessary, prepare memoranda for distribution to each party involved outlining special procedures required for coordination.  Include such items as required notices, reports, and attendance at meetings.
Prepare similar memoranda for the Owner and separate Contractors where coordination of their Work is required.
Administrative Procedures:  Coordinate scheduling and timing of required administrative procedures with other construction activities and activities of other contractors to avoid conflicts and to ensure orderly progress of the Work.  Such administrative activities include, but are not limited to, the following:
INSERT OTHER ADMINISTRATIVE ACTIVITIES TO SUIT PROJECT.
Preparation of Contractor's Construction Schedule.
Preparation of the Schedule of Values, if applicable.
Installation and removal of temporary facilities and controls.
[bookmark: _GoBack]Delivery and processing of submittals.
Progress meetings.
Pre-installation conferences, if applicable.
Project closeout activities.
CONSERVATION PROVISIONS BELOW MAY BE DIFFICULT TO ENFORCE.  PENALTIES FOR WASTEFUL PRACTICES, IF NECESSARY, ARE MORE ENFORCEABLE IF MADE A CONDITION OF THE CONTRACT AND ADDED BY SUPPLEMENTARY CONDITIONS.  INSERT SPECIFIC CONSERVATION REQUIREMENTS IN APPROPRIATE SECTIONS.
SUBMITTALS
Coordination Drawings:  Prepare and submit coordination Drawings where close and careful coordination is required for installation of products and materials fabricated off‑site by separate entities, and where limited space availability necessitates maximum utilization of space for efficient installation of different components.
Show the interrelationship of components shown on separate Shop Drawings.
Indicate required installation sequences.
Comply with requirements contained in Section “Submittals Procedures.”
Refer to Section “Basic Mechanical Materials and Methods,” Section “Coordinated Shop Drawings,” and Section “Basic Electrical Requirements” for specific coordination Drawing requirements for mechanical and electrical installations, if applicable.
Staff Names:  Within 15 days of starting construction operations, submit a list of principal staff assignments, including superintendent and other personnel in attendance at Project site.  Identify individuals and their duties and responsibilities; list addresses and telephone numbers, including home and office telephone numbers.  Provide names, addresses, and telephone numbers of individuals assigned as standbys in the absence of individuals assigned to Project.
Post copies of list in Project meeting room, in temporary field office, and by each temporary telephone.
PROJECT MEETINGS
General:  Schedule and conduct meetings and conferences at Project site, unless otherwise indicated.
Attendees:  Inform participants and others involved, and individuals whose presence is required, of date and time of each meeting.  Notify Owner and Engineer of scheduled meeting dates and times.
Agenda:  Prepare the meeting agenda.  Distribute the agenda to all invited attendees.
Minutes:  Record significant discussions and agreements achieved.  Distribute the meeting minutes to everyone concerned, including Owner and Engineer, within 3 days of the meeting.
DELETE PARAGRAPH AND SUBPARAGRAPHS BELOW IF A PRECONSTRUCTION CONFERENCE IS NOT REQUIRED.  IF REQUIRED, ADJUST NUMBER OF DAYS TO SUIT PROJECT.
Preconstruction Conference:  Schedule a preconstruction conference and organizational meeting at the Project site or other convenient site prior to commencement of construction activities.  Conduct the meeting to review responsibilities and personnel assignments.
Attendees:  Authorized representatives of Owner, the Engineer, Engineer and their consultants; the Contractor and its superintendent; major subcontractors; manufacturers; suppliers and other concerned parties shall each be represented at the conference.  All participants at the conference shall be familiar with Project and authorized to conclude matters relating to the Work.
Agenda:  Discuss items of significance that could affect progress, including the following, as necessary and applicable:
ADD ITEMS TO SUIT PROJECT.
Tentative construction schedule.
Phasing.
Critical work sequencing.
Designation of responsible personnel.
Procedures for processing field decisions and Change Orders.
Procedures for processing Applications for Payment.
Distribution of the Contract Documents.
Submittal procedures.
Preparation of Record Documents.
Use of the premises.
Responsibility for temporary facilities and controls.
Parking availability.
Office, work, and storage areas.
Equipment deliveries and priorities.
Safety procedures.
First aid.
Security.
Progress cleaning.
Working hours.
Housekeeping.
Subcontractors.
Preliminary Schedule of Shop Drawings and Samples.
Minority Business Enterprise Goals.
Co-ordination with other contractors.
Insurance in Force.
Contractor's Schedule of Values.
DELETE PARAGRAPH AND SUBPARAGRAPHS BELOW IF PROJECT DOES NOT REQUIRE PRE-INSTALLATION CONFERENCES.  LIMIT PRE-INSTALLATION CONFERENCES TO MAJOR ASSEMBLIES IF THE WORK REQUIRES TIGHT CONTROL AND COORDINATION.  IF NECESSARY, INDIVIDUAL SPECIFICATION SECTIONS SHOULD SPECIFY PRE-INSTALLATION CONFERENCES AS A REQUIREMENT AND SHOULD REFERENCE THIS SECTION.
DELETE UNNECESSARY ITEMS FROM LIST BELOW.  ADD ITEMS TO SUIT PROJECT.
Contract Documents.
Options.
Related Change Orders.
Purchases.
Deliveries.
Shop Drawings, Product Data and quality control Samples.
Review of mockups.
Possible conflicts.
Compatibility problems.
Time schedules.
Weather limitations.
Manufacturer's written recommendations.
Warranty requirements.
Compatibility of materials.
Acceptability of substrates.
Temporary facilities and controls.
Space and access limitations.
Governing regulations.
Testing and inspecting requirements.
Required performance results.
Protection of construction and personnel.
Safety.
Recording requirements.
Record significant discussions, agreements and disagreements of each conference along with the approved progress schedule.  Distribute the record of the meeting to everyone concerned, promptly, including the Owner and Engineer.
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.
REVISE PARAGRAPH BELOW IF PROJECT REQUIRES HOLDING PROGRESS MEETINGS AT DIFFERENT INTERVALS.  INSERT SPECIAL INTERVALS SUCH AS "EVERY THIRD TUESDAY" TO SUIT SPECIAL CIRCUMSTANCES.
Progress Meetings:  Conduct progress meetings at the Project Site at regularly scheduled intervals.  Coordinate dates of meetings with preparation of payment requests.
REVISE SUBPARAGRAPH BELOW IF ATTENDANCE BY OTHER KNOWN ENTITIES IS NECESSARY.
Attendees:  In addition to representatives of the Owner and Engineer, 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, if requested by Owner.  All participants at the conference shall be familiar with Project and authorized to conclude matters relating to the Work.
REVISE SUBPARAGRAPH AND ASSOCIATED SUBPARAGRAPHS BELOW TO SUIT PROJECT.
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 the current status of Project.
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.
Review present and future needs of each entity present, including the following:
ADJUST LIST BELOW TO SUIT PROJECT.
Interface requirements.
Time.
Sequence of operations.
Status of submittals.
Deliveries.
Off-site fabrication.
Access.
Site utilization.
Temporary facilities and controls.
Work hours.
Hazards and risks.
Progress cleaning.
Quality and work standards.
Change Orders.
Documentation of information for payment requests.
Reporting:  No later than 3 days after each progress meeting date, distribute copies of minutes of the meeting to each party present and to parties who should have been present.  Include a brief summary, in narrative form, of progress since the previous meeting and report.
Schedule Updating:  Revise Contractor's Construction Schedule after each progress meeting where revisions to the schedule have been made or recognized.  Issue the revised schedule concurrently with the report of each meeting.
PARAGRAPH AND ASSOCIATED SUBPARAGRAPHS BELOW ARE USUALLY DELETED, EXCEPT FOR MULTIPLE CONTRACTS, BECAUSE THEY ARE NOT NEEDED.  RETAIN IF PROJECT IS CONSTRUCTED UNDER MULTIPLE CONTRACTS OR IF SOME UNUSUAL CIRCUMSTANCE REQUIRES TIGHTER CONTROL THAN NORMAL.  UNDER MULTIPLE CONTRACTS, OWNER OFTEN ASSIGNS RESPONSIBILITY FOR SCHEDULING AND CONDUCTING MEETINGS TO PROJECT COORDINATOR.  INSERT SPECIAL INTERVALS SUCH AS "EVERY THIRD TUESDAY" TO SUIT SPECIAL CIRCUMSTANCES.
REVISE FIRST SUBPARAGRAPH BELOW IF PROJECT REQUIRES COORDINATION MEETINGS ON A MONTHLY OR WEEKLY BASIS.
ADJUST LIST BELOW TO SUIT PROJECT.
PRODUCTS (Not Applicable)
EXECUTION
GENERAL INSTALLATION PROVISIONS
Inspection of Conditions:  Require the Installer of each major component to inspect both the substrate and conditions under which Work is to be performed.  Do not proceed until unsatisfactory conditions have been corrected in an acceptable manner.
Manufacturer’s Instructions:  Comply with manufacturer’s installation instructions and recommendations, to the extent that those instructions and recommendations are more explicit or stringent than requirements contained in Contract Documents.
Inspect materials or equipment immediately upon delivery and again prior to installation.  Reject damaged and defective items.
Provide attachment and connection devices and methods necessary for securing Work.  Secure Work true to line and level.  Allow for expansion and building movement.
Visual Effects:  Provide uniform joint widths in exposed Work.  Arrange joints in exposed Work to obtain the best visual effect.  Refer questionable choices to the Engineer for final decision.
Recheck measurements and dimensions, before starting each installation.
Install each component during weather conditions and Project status that will ensure the best possible results.  Isolate each part of the completed construction from incompatible material as necessary to prevent deterioration.
Coordinate temporary enclosures with required inspections and tests, to minimize the necessity of uncovering completed construction for that purpose.
Mounting Heights:  Where mounting heights are not indicated, install individual components at standard mounting heights recognized within the industry for the particular application indicated.  Refer questionable mounting height decisions to the Engineer for final decision.
CLEANING AND PROTECTION
During handling and installation, clean and protect construction in progress and adjoining materials in place.  Apply protective covering where required to ensure protection from damage or deterioration at Substantial Completion.
Clean and maintain 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 activities 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.  Where applicable, such exposures include, but are not limited to, the following:
Excessive static or dynamic loading.
Excessive internal or external pressures.
Excessively high or low temperatures.
Thermal shock.
Excessively high or low humidity.
Air contamination or pollution.
Water or ice.
Solvents.
Chemicals.
Light.
Radiation.
Puncture.
Abrasion.
Heavy traffic.
Soiling, staining and corrosion.
Bacteria.
Rodent and insect infestation.
Combustion.
Electrical current.
High speed operation.
Improper lubrication.
Unusual wear or other misuse.
Contact between incompatible materials.
Destructive testing.
Misalignment.
Excessive weathering.
Unprotected storage.
Improper shipping or handling.
Theft.
Vandalism.
END OF SECTION
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